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Overview

Welcome

Additional
information

Benefits

Introduction

Welcome to Using Wide Area Workflow Receipt and Acceptance (WAWF-
RA). This guide will help you learn about how to use WAWF-RA as a
Vendor.

Note — The acronym WAWF-RA and WAWF are used interchangeably
throughout this guide. You will also hear them used interchangeably when
talking to others. Both are acceptable.

This guide will provide you basic information on how to get started in
WAWEF-RA. For additional information and training on WAWF-RA please
go to the following Web pages:

WAWEF-RA Production home page
https://wawf.eb.mil

WAWEF-RA Training Database (great place to practice using WAWF-
RA)
https://wawftraining.eb.mil

WAWEF-RA On-line Training Course (great place to begin learning
WAWEF-RA) www.wawftraining.com

WAWEF-RA supports the Department of Defense (DoD) initiatives for
paperless payment processing through the use of Electronic Commerce.
WAWEF-RA meets these initiatives and provides vendors the means to create
and submit invoices, receipt and acceptance documents electronically in
WAWEF-RA from their system directly into all 5 of the DoD entitlement
systems through data sharing and electronic processing.

WAWE-RA provides global accessibility to all WAWF-RA users and
eliminates the potential for lost or misplaced documents during the DoD
payment cycle.

Continued on next page
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Overview, Continued

References Department of Defense Reform Initiative Directive (DRID) #43 — Defense-
wide Electronic Commerce dated May 20, 1998.

Section 8, DoD Authorization Act FY01, mandates that DoD implement
automated invoicing, receipt and acceptance.

Office of the Under Secretary of Defense memorandum: Subject: Deployment
of Wide Area Workflow — Receipt and Acceptance (WAWF-RA), dated April
1, 2002.

Office of the Secretary of Defense memorandum: Subject: Wide Area
Workflow Implementation dated February 6, 2003.

DFARS 252.232-7003 Electronic Submission of Payment Requests.

Continued on next page
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Overview, Continued

WAWF Role

The following are the different roles that may be used during the WAWF-RA
process.

Vendor. A person, who is authorized under a government contract to create,
submits, correct, and view documents in WAWF-RA. VVendors access to
WAWEF-RA is limited by registration under the firms Cage

Codes.

Receiver/Inspector. A government representative who is responsible for the
receipt of supplies, equipment, and services. A receiver can inspect, receive,
reject, correct and view documents in WAWF-RA.

Acceptor. A government representative who is responsible for the
acceptance of goods or services. The acceptor is authorized to inspect, accept,
reject, correct and view documents in WAWF-RA.

Local Processing Official (LPO). A government representative who is
responsible for certifying documents prior to being forwarded to DFAS. The
LPO is authorized to reviews, certifies, and may enter lines of accounting
data. The LPO role is mandatory for all Departments of the Navy entitlement
system payments. This role is optional under other payment processes, with
this function.

Government Payment Official. A government representative who is
responsible for the payment review and processing of documents in WAWF-
RA. The payment official can recall, reject, or view documents in WAWF-
RA.

Group Administration Manager (GAM). The GAM is responsible for
activation, deactivation of users who self-register under their Cage Code in
WAWEF-RA. There are vendor GAMs and government GAMSs.
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Overview

Introduction

In this chapter

Chapter 1- Getting Started in WAWF

Before you begin to learn the basic WAWF-RA functionality it is very
beneficial to learn about Contractor Central Registry and the Electronic
Document Access (EDA). We will then guide you through the EDA and
WAWEF-RA registration process.

This chapter contains the following topics.

Verify EB POC information in CCR

Establishing or Updating EB POC in CCR

Registration for EDA

Self-Registration in WAWF-RA

How to Change Your WAWF-RA Temporary Password
Use of EDA System

Page 4



Verifying the EB POC in CCR

Introduction In order to register in WAWF-RA you must have an Electronic Business
Point of Contact.

Procedure Follow the steps below to verify who is listed as your EB POC in CCR.

Step Action
1 Go to http://www.ccr.gov

Result: Home page screen opens.
2 Click Search CCR.

o
@én 1 al, onfrc:c tor Registration
g h ¢

Government Arena Small Business COR Handbook

Security Alert (>

i _“-" Ifyou receive a letter from the Department of
Einting. G Transportation requesting your TPIM
® Update or R number, do not respand. DO MOT give your

Registrations Usin 1, TRIN number ta anybaody. Your TPIMN number
is a cormidential password into your CCR
% sear information. If you feel your TRIN number

has been compromised please have your

2GR Point of Contact call the CCR helpdesk

ency At 888-227-24233 or 269-961-4725 to request

Registration anew one be assigned to your company.

Dyna MEVER give your TPIN number io anyone
Bu

REGISTRATION ASSISTANCE:
In the event that you are utilizing a
screen reader (LAWS for Windows) to

register in CCR, please call the L) -
helpdesk at 1-888-227-2423 for e gov F =

registration assistance. oy Covernmant Wy Tems

Motice:

EFT changes may be made to Central Security Notice ¢
Contractor Registration (CCR) trading

partner profiles as a result of MNational

Agency Clearing House Association CCR w&ngzd'
(MACHA) notices of change (MOC)

(EFT data) provided ta DLIS by DFAS CCR"2
Read more. .. co P

3 Enter your “Cage Code” into the Cage Code Field or enter your
company name in the “Legal Business Name or DBA”: field and
click Search.

) = Y [ ——
e | a8 G0 ETE Ca | EER] seand s pae] san] e par] san] s sao] san] an] sac) mnllete ol Lol s BB e

Continued on next page
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Verifying the EB POC in CCR, Continued

Procedure (continued)

Step

Action

4

Scroll to the bottom of the page and review the inquiry Results.

Points of Contact—

s Bysinsgs POC Avern
HONALD SCHHEIDER
CACHL INC.FEDERAL
1100 N GLEBE RD
ARLINGTOM

7 ment Business POC Primary
Mamg ROMALD SCHNEIDER
v 1 CACL INC. FEDERAL
1100 N GLEDE RD
ARLINGTON

VA VA
222004797 2207

UsA usA
{703} 8417800 Ex1 {103) 3417800 Ext

{703} 8417082 {703 841 7802
East Petormance POC Primaey East Performance POC ARernste

Marne WALTER MILTON Rama THOMAS HORRIGAN
Addrees Line 1 CACL INC. FEDERAL Address Line 1 CACL INC. FEDERAL
Address Line 2 1100 N GLEBE RD Address Line 2 1100 N GLEBE RD
City. AHRLINGTON City. ARLINGTON
Srate VA Srate VA
IpPostal Code:  2220MTIT IipPostal Code 2E20UTIT
Country nsa Courary
UE Phone {703) B41.7859 Exl U E Phone {103 8412996 Ext
Norel) 5. Phone: Nonl S Phone
Fax T03) 528 7232 x {103 5287232

1onic Business POG Pom rurng sy FOC
C K BREWER C K BREWER

CACH INC.FEDERAL Addrass Line 1 CACH INC.FEDERAL

Address Line 2. 1100 N, GLEBE ROAD Address Line 2 1100 M, GLEBE RODAD

ARLINGTON City ARLINGTOMN
VA State VA
outsl Code. 222004797 Iip/Postal Code 222004TIT
Counl ey Usa Courdry. usa
LS Phone us gk : 7919 Eut

e IF someone is listed as the EB POC THEN your EB POC is
established. Procedure is complete.

e |F there is no EB POC listed at the bottom of your profile
THEN Refer to the “Establishing or updating the EB POC n
CCR“section for a detailed procedure.
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Establishing or updating the EB POC in CCR

Introduction

Procedure

In order to register in WAWF-RA you must have an Electronic Business
Point of Contact.

Follow the steps below to establish/update your EB POC in CCR.

Step

Action

1

Go to http://www.ccr.gov

Result: Home page screen opens.

Click Update or Renew Registrations Using TPIN option.

H./‘ﬁ g
@eéntral€onfractor Registration
sl N |

There

Vendor Corner Government Arena Small Business CCR Handbook Access COR Data Help

istrat - :
- Security Alert (>

UREPECREETRUERET] [ you receive a |etter from the Department of
CAll  Transportation reguesting your TRIN
W numkber, do not respand. DO NOT give your

ENENCHERICICIIEIY TR M number to anyhody, Your TRIM nurmber
iz a confidential password into your CCR
information. If you feel yaur TRIN number
has been compromised please have your
CCR Point of Contact call the CCR helpdesk
At BE8-227-2423 or 269-961-4725 to request
anew ane he assigned to your cormpany.
MEVER give your TPIN number o anyone

REGISTRATION ASSISTANCE:
In the event that you are utilizing a
screen reader (JAWS for Windows] to

nfo on Mew Data Elements

-

L3

g Fodoral A
Registration

2E

register in CCR, please call the
helpdesk at 1-B88-227-2423 for
registration assistance.

egovf)s

By Governmant My Teims

Naotice:

EFT changes may be made to Central
Contractor Registration (CCR) trading
pattner profiles as a result of Mational
Agency Clearing House Assaociation
(MACHA) notices of change (NOC)
(EFT data) provided to DLIS by DFAS.
Read mare...

Security Notice b

CCR Biotina®
CCR "“Faoker?

Enter your DUNS number and TPIN code.

Select Points of Contact.

Scroll down to the Electronic Business Point of Contact fields.
When that page comes up, scroll down to the Electronic Business
Point of Contact fields (these should be the ones closest to the
bottom). Input your information and click the validate/save
button.
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Registering for Electronic Document Access (EDA)

Introduction EDA is a virtual filing cabinet for the storage and retrieval of multiple types
of government contracts. As a vendor you are authorized to view contracts
awarded under you Cage Code.

Procedure Follow the steps below to register to use EDA:

Step Action
1 Go to the EDA web site at http://eda.ogden.disa.mil/

Result: Home page screen opens.
2 Click Vendor Registration.

3 Click “EDA Registration Form” under Username/Password.

Step 2: Determnine Access Method - (UsernamePassword of Digital Cervifi cate)
Swp3:  Complete md Snbmit Regitration forma

Click "EDA Begutration Form®

Username Password Digital Certificate
< [_EoA regimaion o1y [__EDARagiraton Fom ]

Step 4 Py for your Electronic Business Point of Contact (B POC) to Contact you

Flease allow -4 business days for you EB POC to review your application.
EDA will notify you by e-mad when your account is approved.

For Registration Assistance Contact your EB POC

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

4

Complete the EDA Registration form.

Department of Defense
Electronic Document Access

Vendor Registration - Personal Information

Homie> Register= Vendor > Username
Enter the following data (*1‘9 quired):

*First Name | Identity
"Last Mame
*Telephone Ext. Contact
“E- Ml
*Comp any Name
"EB POC Mame Electronic Business Point of Contact (EB POC)
"EB POC Telephone Ext.
EB POC E-Mail

cscassig@ogden. disamil

For registration assistance, contact the Ogden Customer Application Support Center (CASC) at 866-618-5988, 801-605-7095, or DSI: 388-7095 or emal to

Note: The asterisk denotes a mandatory field.

Click Continue.

Result: Vendor Registration — Document Access screen opens.

Enter your “CAGE code(s)”. DUNS number is optional.

Department of Defense
Electronic Document Access

Vendor Registration - Document Access

Home> Regisier= Vendor > Username
Check Document Types (*requ.i.re q):

Accessto
D-U-H-5 Number

Surchfor D-U-H-5 Hpriber

Srdhor CAGE code patil s earh )

[ AddanotherD-UH-Seny \] [ Addgfother CAGE entty |

For registration assistance, contact the Ogden Customer Application Support Center (CASC) at 866-618-5988, 801-605-7093, or DSN: 388-7095 or emadl to:
cscassig@ogden. disa mil

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step Action
7 Click Continue.

Result: The Vendor Registration - Confirm screen opens.
8 Confirm registration:

e Verify/review the information entered. If correction is
required, click the Make a Change button to update information.

¢ Read the Statement of Accountability. Check the acceptance
box.

e Create your username and password. Password must be
exactly 8 characters. (See next page for detail information).

Department of Defense
Electronic Document Access

Vendor Registration - Confirm

Follow the instructions at the hottom of this page to complete your registration.
First Name John Tdentity
Last Mame Doe
Telephone 9999999999 Contact
DSN
E-Mail wawfuser] @wawf.eh.mil
Company WAWF
EB POC Name John Doe Government Pomt of Contact (POC)
EB POC Telephone 9999999999
EBPOCDSN
EB POC E-Mad
Access to D-U-N-S Numbers:

CAGE Codes:
00000

Make Changes

Statement 1) 4oroiang my obligation to protect my application password and/or my Fublic Key Infrastructure (PET) Certificate. I assume the
of .. responsibiity for the data and system to which T am granted access. Iwill not exceed my authonzed access. Tunderstand the Government wil
Aceountability |t e yabie for unanthorized disclosure ofinformation obained through the use of my application password andfor PEI Certficate

[T accept this staternent of accountability
Create  Tgemame

Username
and Password Confirm Password Password Rules

Password

Fou must retain this Username and Password for access inta EDA

For registration assistance, contact the Ogden Customer Application Suppert Center (CASC) at 866-618-5988, 301-605-7093, or DEN: 388-7085 or etmadl to:
cscassig@ogden disa mil

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

9

Click Submit.

Department of Defense
Electronic Dociment Access

Registration Acknowledgement

\\/ HOORAY!!! ¥YOU DID IT!! NOW DO NOT FORGET TO SEND THE EMAIL ACTIVATION REQUEST
Success! You have complesed Steps 1-3 of the EDA Registrution Process.

+ EDA sent a notification e-mad to yeur EB POC.
+ EDA sent you a confirmation e-mail.

Step 4: ¢
[

» Vour EB POC will conitact you shortly
o EDA wnll notify you by e-mail when your access 15 approved

FPlease allow 24 business days foryour EB POC 1o review your application.

For informahon/assistance with EDA - access the EDA User Guide,

Result: The Acknowledgement screen opens.

Note: Your EB POC must email an activation request to
cscassig@oqgden.disa.mil to activate all user registrations.

10

Wait for EB POC approval.

11

Users will be emailed an activation notice it is important to follow
the instructions in the email notification. Please click the
registration link in the email to activate your account in EDA.

Once account is activated, the User may enter and log into EDA
via the EDA web site.

Note: If your account has not been activated within 4 business
days, contact your EB POC or the Helpdesk for assistance (866)
618-5988, (801) 605-7095 or DSN: 388-7095 or with email at
cscassig@ogden.disa.mil (Subject: EDA Assistance).

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

EDA Password
Rules

Password
Expiration
and Reuse

Registration
Approval

The password must be a minimum of eight (8) characters.

The password must include the following:

e One letter
e One number

e One of the following special characters:! * +,-/:'?&; () #%$%

The password cannot contain the first three- (3) letters of the user's first or last
name. The password cannot contain the logon Username.

EDA System Lock
After three (3) successive failed logon attempts, the system will be
unavailable for a period of time. It is recommended that you close the
browser, then retry later.

EDA Passwords are valid for 90 days.
EDA will prompt the user for a new password when the 90-day limit
IS met or exceeded for a user.

The Password Change Grace Period is set at ten (10) days.

The Grace Period is the period of time after the password has expired
in which a user can submit a change. During the grace period, the user
will be prompted to change their password each time they log on to
EDA. After the ten- (10) day grace period, the user will be denied
access and can only be reinstated by your Electronic Business Point of
Contact (EB POC).

A 365-day password reuse period is enforced within EDA.
A specific password cannot be reused within EDA until 365 days have
passed since the password's expiration.

Your EB POC will complete the EDA registration approval. The EB POCs

should:

e Verifying the user’s identity

e Verifying the document access requested (based on “need to know”)
e Validating the user’s registration application

e Maintaining access documentation on each user for audit purposes.
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Using EDA

Introduction Using EDA can be beneficial to your success in WAWF-RA. The reasons are:

e EDA provides online access to virtually all of your Department of
Defense (DoD) contracts.

o  WAWEF-RA uses index information listed in EDA to route your billing
documents from your location to the payment office and provides CLIN
detail to properly bill invoice and receiving reports in WAWF-RA.

EDA contracts provide you with “points of contact” for Government
Contracting Officers, Government Acceptors, and lists your payment office

Procedure Follow the steps below to access EDA.

Step Action
1 Go to the EDA web site at http://eda.ogden.disa.mil
2 Click Login to EDA.

Login to EDA

Government Agent Registration

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

3

Select index server by username/password.

Electronic Document Access (EDA)

Two Web sites have been configured to support the production requirements of the EDA application
To provide fault tolerance, they have been located in separate geographical regions. Each site currently
provides twoe methods for accessing EDA

See the EDA Tser's Guide for instructions on accessing the EDA application,
The following hypertest links will take you to these application servers

@ DECC-Ouaden Index Server (with DoD Approved Certificate)
fj,—v_—'o DECC-Ogden Index Server (with username/password)
) DECC-Columbus Index Server {with Dol) Approved Certificate)
Reload C;—O DECC-Columbus Index Server (with username/password)
Page:

Forgot your username password?

NON-EREGISTERED USERS: If you do not have an EDA account and are authotized to access
government documents, click here to request an account.

Release Notes & Known Issues
See the Motes of Interest page for a summary of changes and known issues related to Release 6.1.7

Click on “Contracts” to open the selection sub-menu.

Department of Defense
Electronic Document Access

Document Selection Screen

Select one of the following search eptions

Contracts% My Profile....

Personal Property GBLs Vouchers -- All

Freisht GBLs Vouchers -- Accounting
Government Transportation Requests Vouchers -- Commercial Pay
Non-Automated GBLs Vouchers -- Military Pay
DD Form 1716 Vouchers -- Travel

ELECT 110

Signature Card (DD577)

Eeturn to DOD EDA Home
Change password (Your password expires in 79 days.)

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

5

Select Search option.

Department of Defense
Electronic Document Access

Contracts Search Options

Selest one of the following search options

Search for Most Recent Contracts

Search for Specific Contract (and all Mods)

Search for Specific Contract and Delivery Order

Search for Specific Centract within Issue Date Range

Search for Specific Contract and AMOD

Search for Specific Contract and PMOD

Search for Contracts within Issue Date Range

Search for Centracts by Issuing DODAAC within Issue Date Range
Search for Contracts by Administering DODAAC within Issue Date Range
Search for Centracts by Pay Office DODAAC within Issue Date Range
Search for Customized Clontract List using Query By Example

Search for Contracts by EDA Availability Date

Hard Copy Confract Justification Form

The last time this data was loaded was: September 16, 2004 1540 EST.

Eetum to DOD EDA Document Selection Screen

Note: There are several search options to query on. In this

procedure we will use “Contract Listing Query by example”.

Enter search criteria.

Enter search criteria:

“iew Search Results | Download Search Results |
Download header info? I (check here)
SelectAll | ClearAll

D;:sll;y Select Field
/ ¥ Contract Mumber | [ Starts with =]
it Delrvery Order | | Starts with 7|
2 Start Tasue Date I— lm
End Tssue Date l— m
[F >l7 LaeDODAAC [ [Starts with =]
|7 AdunDODAAC [ [Stans with =]
¥ Payment Office l— lm
i CAGE Code [ooooo [ Sterts with =]
\F DUN-8 Humber | [ starts with =]

Click View Search Results to retrieve contracts.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

8

Click on the contract number hyperlink and follow screen

instructions to open your contract.

Department of Defense
Electronic Document Access

Contracts Query Results

210060 cuments selected that meet your selection mW.

~

Contract Delivery | Issue Issue Admin  [Payment CAGE | D-U-N-S | ACO | PCO

Number Order Date DODAAC DODAAC | Office | Code | Number | Mod | Mod
DAAE179940098 0031 DRAEL?  |DAAEL7  |DAAB17 [00000 097151856 01
|pasBOBSEAD126 (006D UiSP7T  [paaBO8  [HQO304 [DoOOOD 01
[nes23698p5822 [0701 20050901 N&5236  |$51114  |HOD338 |00000 [D00000OOO
|mes17101ps500 2011 20050714 NG52558  |[N62556  |N62585 00000 (000000000
|mes17101p4035 20050601 58171  [N6B171  |N62588 |00000 [356831018 POO00S
[mezsss0sPOz50 20050519 [N62558  |[N62558  [N62585 |00DO0 217097146
[mes17104p4020 20050501 N88171  |[N6B171  |N66691 |00000 (631217304 PO0O00G
[mes17101pa020 | [z0050501 [Nes171  [wes171  [uszsss [noooo (630952836 | [pooooe
|mes17101p4055 | [zo0s0501 Wwes171  [Mes171  [NezS33 [D00OD (356851208 [poooos
[masio1s7pinzn(ooos  [zo0050421 Weze7o  [Me2470  [Me73z [DODOD (435231768 oa

Note: WAWF-RA uses EDA index line information to pre-

populate WAWE-RA routing information.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

9

Locate on the EDA or hard copy contract (as shown below) your

EDA routing
code DoDAAC:s.

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, AND 30

1. REQUISITION NUMBER
000G

2. CONTRACT NO,
W91151-05-M-029% £6-May-2005

2 AWARD/EFFECTIVE DATE

4. ORDER NUMBER

5 SOLICITATION HUMBER
W91151-05-Q-0037

7. FOR SOLICITATION NAME
IMARK

J

b. TELEPHOME NUKMBER  (No Callect Calls)

9. 15SUED BY

INFORMATION CALL:
ACA, FORT HOOD CONTRACTINGYOMMAN
TANK BATTALION AVE
BUILDING 1001, ROOM W103
FORT HOCD TX 76544

When WAWF locates a contract in
EDA this information will be pre-
populated in the WAWF routing

TE fields.

FAX

10. THIS ACQUISITION 1§
UNRESTRICTED

I SET ASIDE

SHALL BUSINESS
HUBZONE SWALL BUSINESS

11. BELIVERY FOR FOB
DESTINATION UNLESS
BLOCK IS MARKED

I:l SEE SCHEDULE

D 13a. THIS CONTRACT 1S
UNDER DPAS (15 CFR 71
13b. RATING

% FOR

(S 621910
SIZE STAl : 360

14. METHOD OF SOLICITATIC

IFB

15, DELIVER TO
HEADQUARTERS COMMAND - GARRISON
The DELIVER TO DoDAAC is entered into the “Ship
TolService Acceptor'Field by the vendor in WAWF.
This should be the DoDAAC the InspectoriAcceptor
are registered under in WAWF.

CODE

o

16. ADMINISTERED BY

SEE ITEM 9

17a.CONTRACTOR! OFFEROR

AND SIMULATIONS INC

DIANNA

615 DISCOVERY DRIVE
AL

TEL

CODE | oWYz8

FACILITY
CODE |0WYZS

18a. PAYMENT WILL BE MADE BY CO|

DFAS - LAWTON

FAX:
ATTN: DFAS-LW-FPY
4700 MOW WAY ROAD
FORT SILL 0K 73503

17b. CHECK IF REMITTANCE IS DIFFERENT AND PUT
SUCH ADDRESS IN OFFER

18b. SUBMIT INVOICES TO ADDRESS SHOWN IN BLOCK 1

BELOW IS CHECKED |:| SEE ADDENDUM

19 [TEM NO. |

20. SCHEDULE OF SUPPLIES/ SERVICES

[21. QuanTiTY T[22, UNIT [23. UNITH

NOTE: Should your contract not be found in EDA, your hard
copy contract contains your WAWF routing DoDAACS.

Note: All items circled items below are DoDAACs you may
need to route and create a document in WAWF-RA.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

10

Contract Line Item Number (CLIN) data can be located on your
contract in EDA or your hard copy contract. CLIN data must be
used to build your documents in WAWF-RA.

[TEMNO| SUPPLIES/SERVICES | QUANTITY UNIT UNIT PRICE
0002 | Each S11,654.00

Reimbursables
FFP

Provide MEDEVAC ready room and dispatcher equipment at Hood Army Airfield,
for the period 31 MAY - 30 SEP 2003, These items become Gavernment property
upon completion of the contract.

PURCHASE REQUEST NUMBER: MEDSO3-RNG(-000G

Note: the CLIN number is listed under the “Item NO”” on most
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Registering in WAWF-RA

Introduction

Procedure

In order to use the WAWF-RA application you will need to self-register.
There are several roles you may register for etc. GAM, Vendor and Vendor
View Only.

Follow the steps below to self-register in WAWF-RA.

Step Action
1 Go to https://wawf.eb.mil

Result: Home page screen opens.
2 Click Self-Register.

Aiga Workflown, . =

Wide Aiss Wainilow

Home

Curst S n t P
bl Wide Area WorkFlow Training

DISA WESTHEM

Area Command nmm Wersion 3.0.8 - 23 Jul 2005

Customer Senice Center
CONUS ONLY 1-866-6108.5000 Syst
COMMERCIAL: BO1-E05-7095
DEN: 3067005

FAX COMMERCIAL: 801805

Messages

we disegard the Hardware Signing Module (HSM) Waming. This hes aleady been reporied to the WAWT
T Support.

745
FAX DEN: 3887453 = This is the WAWF-RA Training System The WAWF-RA Production System can be accessed at hitpssiwawd, ab.mil
o  —
= WAWF Training is unavadable during schedubed weekly database maintenance every Saturday, between 09:00 AM EST and 09:30 AN
[+] Alout WAWF =

[+] What's Now
Training Iestructions
= Logan to Wi {Registarad usar anky)
Sucurity & Privacy Self Register ipuse WAWF (New users®
i gistration for access to WAWF
Warning & Disclaimers

Active DoDAACS & Roles

Actie: CAGE Cade “Naote: ¥our computer must be set up 10 run WAWT before you can self register. See "About WAWF.®

Note: The Warning Message and follow instructions.
3 Click OK.

Microsoft Internet Explorer ﬁ

) WARMIMG!
LY

Prior to self-reqistering For the WawWF application vou must complete the
"Setting Up ¥our Machineg” steps located in the "About WaMWF" link in the Mavigation Menu.

Please DO MOT use the browser BACK BUTTOMN within the WaWF application,

The use of the browser's BACK BUTTOM is not supported within the WawF application when completing electronic
fFormns.

Use aof this butkon will cause the loss of data not vet saved to the server and will result in the application not
performing as intended.

DO NOT use the backspace key in any uneditable field, as this will Function as the back button,

wihere they exist, use the RETURMN or CAMCEL buttons ko return bo a previous page within the WAWEF application.

Result WAWEF Self-Registration screen opens.

Continued on next page
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Registering in WAWF-RA, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Everything that has an asterisk (*) is a
required field.

WAWF Self-Registration

* Indicates mandatory fiald

First Hamp® Last Name™
Commercial Telephone™ DSH Telephone
Users) E-mall Address®
Qrganization® Tithe*
Gontinus | _ Return | Page Help

5 Click Continue.
6 Click the radio button labeled User ID and Password.

WAWEF Self Registration

* indicates mandatory field

Logon Method *

er 1D and Pagsgward

O DaD or ECA Software Certificate
(O DoD Comrnon Access Card

Continue | Return | Page Help|

~

Click Continue.
8 Enter in a “User ID”. Please create your own. (It must be a
minimum of 8 characters long).

WAWF Self-Registration

* indicates mandatory field

User ID*

wawfuser]

Continue | Return | Pais ]jalEl

Continued on next page
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Registering in WAWF-RA, Continued

Procedure (continued)

Step Action

9 Click Continue,

10 | Inthe “Role” drop down menu, choose one of the following roles,
“Group Administrator”, “Vendor” or “Vendor View Only”.

WAWEF Self Registration

* indicates mandatory field

Role

Group Administrator %

'_Guniinuol Return | PaioHeIE|

11 Click Continue.
12 | Enter your “CAGE Code”.

Note: Do not enter anything in the “Extension” field unless you
want to create a CAGE code subgroup.

Result: Security box is displayed.
13 | Click OK.

Microsoft Internet Explorer

» |\ The location code entered, 1M3W0, is in the YENDOR group.
\.‘:r/

Do wiou wish bo reqgister as group administrator of this group?

Ik ] [ Cancel

Continued on next page
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Registering in WAWF-RA, Continued

Procedure (continued)

Step Action
14 | Review the Profile information you have entered. If you need to
register for another role or additional cage code click on the Add

W
icon = under “Role Information” and repeats steps 8-12.

-
L WAWTF Self-Registration
* indicates mandatory field
Profile Information
First Name Last Name Commercial Phone DSHN Phone E-mail Rank Title Joh Description Action
John Doe 9999999999 e @rwanf. com WEAMYE WEAVYE ,f’
User ID Action
wawfluser! Z
Role Information
Role Group Code Extension Action
“endar WENDOR 1M3W0 m
=
[ISTATEMENT OF ACCOUNTARI ITY* bt

Notel: The editicon £ allows you can edit your profile
information

Note 2: The delete icon I allows you to delete your previously
entered information.

15 | Click on the check box next to Statement of Accountability.

16 | Click Register Now (you must submit the form for it to be valid).

Result: After registration is completed Ogden will automatically
email a self-registration notice to the registrant and the GAM.

Important: Upon your activation of your account, by your
GAM, an email will be sent to you. The email will contain a
one-time temporary password for your initial logon. You will
need to change your temporary password.
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How to Change Your WAWF-RA Temporary Password

Introduction After you self-register an email will be sent to your GAM. After your GAM
activates your account You will receive an email that contains a one-time
temporary password for your initial logon. You will need to change your
temporary password.

Procedure Follow the steps below to change your temporary password.
Step Action

1 Go to https://wawf.eb.mil
Result: WAAWF Home page screen opens.

2 Click Logon

3 Enter your “User ID” and temporary password from the email and
click Submit.

4 You will be prompted to change your temporary password.

5 Enter your new password and retype to confirm it.
Note: Refer to page instruction to construct password.

6 Click Submit.
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Chapter 2 - WAWF-RA Administrative Tasks

Overview

Introduction

Learning
Objectives

In this chapter

This chapter describes how to navigate the WAWF-RA system, as well as
important features of the interface. Additionally you will learn how to log on

as a vendor.

Upon completion of this chapter, you will be able to

Use the home page and menu sidebar.

Log on to WAWF-RA with a User ID and password.
Change your password

Update your User Profile

Add additional user roles and Cage codes.

This chapter contains the following topics.

Using the menu on the WAWF-RA Home Page
Logging on to WAWF-RA (User ID & Password)
Logging Off WAWF-RA

Updating Your Profile Information

Changing Your Password

Adding an Additional Role

Reset Password

Page 24



Using the menu on the WAWF-RA Home Page

Introduction

Homepage

Customer
Support

The WAWF homepage contains several important links to general information

for all users. This information is also updated with each new release of WAWF
so it will remain current.

Below is the WAWF homepage. Note the system message displayed in pink. This
message will change as needed. It is important to read this each time you log into
WAWEF so that you stay current on any important messages.

%
Wide Aiza Workflow
Home

Customer Support

DISAWESTHEM

Area Command Dgden
Customer Service Center
CONUS OMLY: 1-866-515-5988
COMMERCIAL: 801-605-7095
DSN: 388-7095

FAX COMMERCIAL: 801-605-
7453

FAX DSN: 388-7453
cscassig@ogden.disa. mil

[+] About WAWF

[+] What's New

Training Instructions
Security & Privacy
Warning & Disclaimers
Active DoDAACs & Roles

Active CAGE Code

de Area Workflogn . =

Wide Area WorkFlow Training

YWersion 3.0.6.4, 27 Moy 2004

Systemn Messages

+ Attention: Please disregard the Hardware Signing Module (HSM) Warning. This has already been reported to the
WAWTF Customer Support.

o This is the WAWF-BA Training System. The WAWF-RA Production System can be accessed at hitps://wawf.eb.mil

Logon to WAWF (Registered user only)
Self Register to use WAWF (New users)*
Help with registration for access to WAWF

*Maote: Your computer must be set up to run WAWF before you can self register. See "About WWAWF."

The Defense Information Systems Agency (DISA) is available via phone or
email for your WAWF-RA technical support. The Help Desk will issue a
trouble ticket and work to resolve the problem. Trouble tickets are used to
monitor system wide errors and are used to resolve problems and provide
immediate assistance for similar system problems.

Continued on next page
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Using the menu on the WAWF-RA Home Page, Continued

About WAWF-
RA link

What’s New
link

Security &
Privacy link

The About WAWEF-RA link contains important links for new users to

WAWE-RA -

e Functional Information — includes background on the system and some of
the same information you saw in the overview.

e Setting Up Your Machine — Desktop — includes detailed instructions for
setting up your computer to use WAWF-RA.

e Setting Up Your Machine — Wireless — for wireless application.

e Access Web Based Training — The Web-based training is an excellent
reference and educational site for initial training in WAWF-RA. It also is
excellent for refresher training, new releases and when new employees
come on board.

e Frequently Asked Questions (FAQ)

e Deployment Checklist — This deployment checklist is for DoD entities
that are new to WAWF-RA. The checklist identifies steps necessary to
begin using the WAWF-RA application.

Provides information about what is new in WAWF-RA for previous and
current system release enhancements.

EEEde Arca Workilogr - . =

Wide Hisa Waikllow

Home

Customer Support
S Wide Area Workflow
Arva Command Ouyden
Customer Senice Canter
CONUS ONLY. 1-B66-518-5380
COMMERCIAL: BO1-605-7085
DEN. 3887095
FAN COMMERCIAL BI1.605-
7453 Logon to WAWT (Reglsiered user anly)
FAY DSN: 3887453 Self Register 10 use WAWF Hew usors)
weraig@ogden.disa,mil Help with registration for access o WAWF

12:21-05; Version 3.0.9 Buildd4 Find? GT-LUIFTER (Stat=Prod, HE3M=Safurwt, EQA D8 Lonk=Betsy EDAURL = ede it diga mi 1580)

L+] Aboul WAWTF

[ Whar's New “Mote: Your computer must b sol up 19 on WAWF
A, Version 30,1

Security & Privacy
‘Wamning & Disclaimars

Active DaDAACS & Rales.

Active CAGE Code

Provides the notice describing the security and privacy of WAWF-RA.

Continued on next page
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Using the menu on the WAWF-RA Home Page, Continued

Active
DoDAACs &
Roles link

Active CAGE
Code link

Predominately used by vendors to verify if DODAAC codes listed on the
contract are active in WAWF-RA system (etc. Ship To/Service Acceptor or

LPO).

Wide Area Warkilow

Homa
Cudomer Support

DISA WESTHEM
Aroa Command Dagdin
Cusloener Serece Center
COMNUS ONLY: 1-865-618-5968
COMMERCLAL BO1-B0S-TOAS

DS 3687005

FA% COMMERCIAL B01.505
fras3
FAX DSN 3007453
eacamin@ogdandisa.mil
L] Atrout WAWF
[£] What's Haw
Security & Privacy
Warning & Disclaimers
Active DoDAACs & Foles

fActive CAGE Code

[

U5 Wide Area Workilogm . =

WAWF Active DoDAACs and Roles

DeDAAC: | Extension:

Enter search oriteria, "Partial entries are NOT acceplable lor DoDAACT

Bubenit | _ Rasat | Pags Help)

Note: Department of Defense Activity Address Code (DoDAAC) isa 6

position code that uniquely identifies a unit, activity or organization.

The Active Cage Code link is used when a Government user needs to
determine if a vendor has active users registered within WAWF-RA.

de Rica Workilow

WAWF Active CAGE Code

CAGE Code:

—
| |
| —

Enter valid CAGE Code to check the status. Partial entries are NOT acceptable®

iubmiil Reset ' Pnioﬁalgl
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Logging onto WAWF-RA

Introduction

Procedure

In order to create a document in WAWF-RA you would need to Logon. You
will need to have self-registered to Logon to WAWEF-RA. If you have not
already self-registered, refer to page 23 “How to Self-Register in WAWF-

RA”.

Follow the steps below to Logon to WAWF-RA.

Step Action
1 Go to https://wawf.eb.mil
Result: WAWF-RA Home page screen opens.
2 Click Logon.

: Logon t9 WAWF (Registered user only)

5 eqister to use WAWF (New users)*
Help with registration for access to WAWF

Result: Warning is displayed alerting you to NOT use the browser
BACK BUTTON within the WAWF-RA application.

Click OK.

& WAARNING!
Please DO MOT use the browser BACK BUTTOMN within the WawWF application.

The use of the browser's BACK EUTTOR is not supporked within the WawF application when completing electron|
Forms.

Use of this button will cause the loss of data not wet saved to the server and will result in the application nok
petfarming as intended.

DO MOT use the backspace key in any uneditabls field, as this will Function as the back buttan,

where they exist, use the RETURM or CARCEL buttons to return to a previous page within the WawF applicatiof

Y

Note: When navigating within the WAWF-RA application,
always use the WAWF-RA navigation buttons or hyperlinks to
move to new pages or go back to previous pages. Do not use the
“Back” and “Forward” buttons provided by your browser, use
of these buttons may result in a user being logged out and
possible loss of data.

File Edit View Favorites Tools  Help

= - @ ﬁ ‘ @Search @Favorites @Media @ ‘ %v x - 34}
~————

Continued on next page
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Logging onto WAWF-RA, Continued

Procedure (continued)

Step Action
4 Enter your “User ID” and “Password”.

WAWF - Logon

User ID

Password

Select Cerificate ]

Submit | Return | Paie ﬂalE|

Reset Password

5 Click Submit.

Result: Your user Menu screen opens.

Page 29



Logging off WAWF-RA

Logging Off

Important -
Session
Time-out

Another important thing to learn about WAWF-RA is how to log off.

When you are finished working in WAWF-RA, you should log off by
clicking on the Home/Log out on the top left side.

Home / Log Out

Microsoft Internet Explorer

\:{) It is recommended that vou close wour browser window to complete the log out, do you wish to continue?

[ Ok l[ Cancel ]

It’s important to log off properly for security reasons. If you do not log off,
anyone with access to your computer can view and manipulate documents in
WAWE-RA.

WAWEF-RA has a security time-out function that limits the WAWF-RA
session to approximately 30 minutes of inactivity. If you have not used
WAWEF-RA within 25 minutes, a pop-up message activates.

The pop-up window gives you a choice of selecting OK to continue working,
or Cancel to end the session at the regularly scheduled loss of session (in
approximately 5 minutes).

If you do not Click OK when the pop-up window activates, your session will
be timed out. All data that you have entered but not submitted will be lost.
You must log back in to continue working.

Microsoft Internet Explorer §|

€ | Your Session will expire in 5 minutes. .,
\_*\]/ Pressing OK will refresh the session,
Pressing CAMCEL and not subritting your
transaction within 5 minukes will result in
the loss of all information pertaining to this transackion.

[ oK l ’ Cancel
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Description of the Side Bar Menus (after log-on)

Sidebar  After you have logged on to WAWF-RA, a new sidebar menu appears.
Menu —

top At the top are the Home/Log Out link and the Maintenance links that include:

e My Profile Maintenance

e My Role Maintenance

o Add Additional Role

¢ Password Maintenance (displayed if User Id & Password used to log on to
WAWF)

o Contractor GFP Receiver

e Contractor GFP Shipper

e Group Administers

Below these links is the specific WAWF role submenu, displaying the roles you
have registered for. It provides access to all the document actions you can perform
in WAWF-RA.

Home / Log Out

My Profile Maintenance
My Role Maintenance

Add Additional Role
Password Maintenance

[+] Contractor GFP Receiver
[#] Contractor GFP Shipper
[#] Group Administrator

[+] Yendor

Continued on next page
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Description of the Side Bar Menus (after log-on), Continued

Sidebar Menu -

bottom

Let’s look at the bottom section of the Inspector/Acceptor sidebar menu.
These links will allow you to view important reference information.

Reference Link

Description

ETPEDI Guiles & Othar
Suppoting Documents

GFP FTP/ED] Guides & Other
Supporting Documents

Software User's Manual

Subrit New Requiraments
Display Units of Measure Table

Display Foreign Currency
Code Table

Display DCMA Admin DaDARCs
Display PAY DaDAACs

Display Misc. Pay Types

Direct Bl Authority Laok Up

Find DCAA DoDAAE in Audit
Office Locator

Pay Status myloice)

FTP/EDI Guides &
Other Supporting

Contains procedures and forms needed for Vendors to submit
documents to the WAWF-RA system using file transfer

Documents protocol (FTP) or electronic data interchange (EDI).

GFP FTP/EDI Contains procedures and forms needed for VVendors to submit
Guides & Other documents to the WAWF-RA system requiring GFP using
Supporting File Transfer Protocol (FTP) or Electronic Data Interchange
Documents (EDI).

Software Users
Manual (SUM)

This an on-line user’s reference guide for using the WAWF-
RA system.

Submit New
Requirements

The link is only used to create and submit new System Change
Requests. You should contact the Help Desk for specific
problems with the WAWF-RA production or the hands-on
training system.

Display Units of
Measure Table

This link is used to determine the correct 2-digit unit of issue
listed on your contract.

Display Foreign
Currency Code
Table

Allows you to enter the abbreviation of the currency code as
indicated in the contract for payment. Indicates the associated
country.

Display DCMA Search by City for valid Defense Contract Management
Admin DoDAACs | Agency (DCMA) Admin DoDAACs in WAWEF.
Display PAY Lists all the active payment office DoODAACs in WAWF.
DoDAACs

UID Software
Users Manual

Supplement to the on-line Software User’s Manual (SUM) as
it applies to the Unique Identifier (UID), which is being added
to the Receiving Report for Version 3.0.4.

Direct Bill
Authority Look Up

Enter valid CAGE Code to determine if it is authorized for
direct billing. DCAA users use this feature to determine if
their site has direct cost voucher authority.

Find DCAA
DoDAAC in Audit
Office Locator

Links to the DCAA web site to access the DCAA Audit Office
Locator to search by zip code to identify corresponding
DCAA DoDAAC.

Pay Status
(mylnvoice)

Links to the mylnvoice web site to identify payment status on
contracts in WAWEF.
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Updating Your Profile Information

Introduction My Profile Maintenance allows you update your profile information you
established when you registered in WAWF.

Procedure Follow the steps below to change your profile information in WAWEF-RA.
Step Action
1 Logon to WAWEF-RA.
Result: On left-hand side of the screen the submenu opens.
2 Click My Profile Maintenance.
T Wide Areo Worklggmls =
°?"H“W“;'ﬁ Profile Infermation
G S 2
Note: In the top section, you can make changes to your profile
information: your name, phone number, emails address, rank,
title, or job description.
Result: Profile information screen opens.
3 Click the Edit icon £ under Action under “Profile Information”
section.
Result: The User Profile Information screen opens.

Continued on next page

Page 33



Updating Your Profile Information, Continued

Procedure (continued)

Step

Action

4

Click in appropriate field and re-entering correct information.

w Arga Workflown = =

Wids Hisa Weinblaw

Customer Support

18656185500
DSH 388-T85

UserD: MOCASvendd
Hloma / Log Out

My Piofile Maintemanoe
By Role Maintumanoe
Bdel Addditional Role
Bamword Malntunamce

o] Vendor

FTP/TO Guldes & Othor
Bupparting Dacumen s

User Profile

* = Required Fislds

[irst Mama® Lawt Hama™
Very Vendor

Commurcial Telephone® DSH Telephane
[LERRRRRTT]

RankGradn E-mail Addrnse
e @ i sl
Drganization® Title™

Viondor Wandod

Click Continue.

Result: The Profile Information screen opens.

Click on the box next to Statement of Accountability.

Lide Misg Woiklive

TR Wide Area Workflogms =

Customer Support

(Eorr
DSN WiTs

UseriD: MOCASvend3

Home / Log Owt FistMame L
Kt

My Proiils Maistunancs 4
My Fole Maintenance
#udd Additional Rol

Pasward Malnienance

1] Vendnr

ETPALDE Guldes & Othae
Supponing Decuments

GFP FTPED Guides & Othar
{uppening lacumast

MENT OF
ard my obivg
fhhorizad accass

Profile Information

* = Requited Fiekds
ast Name Commurcial Phose DSH Phone Email Rank Tithe  Organization  Action
Mosen 20 538 1927 000 0 D00 hawawida mi L civ £
Logon Infermation

Logen Type #ction
send and Passwend £

ACCOUNTABILITY"

ation 10 protect my passwcndicensicatn | assume tho sespensibty for the data and system | am granted acoess b3, | will not eacend

Click Submit.

Result: A message wil

has been successfully updated”.

| appear stating “Your profile information
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My Role Maintenance

Introduction

Procedure

My Role Maintenance gives each user the capability to view all the roles and
cage code they are registered for. You have the capability to also view

comments and add attachments.

Follow the steps below to view your profile .

Step

Action

1

Logon to WAWEF-RA.

Result: On left-hand side of the screen the submenu opens.

Click My Role Maintenance.

Wide Aida Waikilew
Fustomer Support

1R B 15 538
N, 3887008

seriD: MOCASvend3
o | Lag Dut

Py Profile Maintenasce
By Flols Malnenance
frdd Additianal Rate

[P sl Malmtenance

ft] Wandox

ETPLDI Guldes & Osher
pupporting Dovements.

JiFP FTP/EDI Guides & Ol
Drsmpnts

[Fufrware Usar's Banusl
[Submit Now legquirements
Jitsplay Uaits of Measure Tahle
Display Forsign Cumency

fode Tabie

[Pisplay DCMA Admism DoDAACS
[rteplay PPAY DolAACS

Roisplay bisc. Pay Types

=5 Wide Rige Wokilggmy - =

Roles for Uger ID: MOCASvend3

Sort by: (ST ~ | __@sn1 )
Hale

Lo,

Note: You can sort by Role, Group, Location Code, Extension,
Active Status, Comments, Attachments.

Click on View/Add under Comments/Attachments

Result: The add comments and attachment screen opens.

Continued on next page
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My Role Maintenance, Continued

Procedure (continued)

Step

Action

4

Enter or add comments and attachments and save.

User ID: MOCASvend3
Name: Kathy Morton
Role: Vendor
Location Code: 012v9

Add a new comment:

Save Comment

Attachments: v

Comments

Attachments

Add Attachment

Return | Page Heip)

Click return to return back to Role for User
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Adding an Additional Role

Introduction

Procedure

Add Additional Role allows you to add additional
User roles
Cage codes

Follow the steps below to add an additional role in WAWF-RA:

Step Action
1 Logon to WAWEF-RA.

Result: On left-hand side of the screen the submenu opens
2 Click Add Additional Role.

i W Area Workflown

/.

Wide Higa Weikilow

[Customer

1-(\56—&!0—6.."(”
L ORI Add Role

UserlD: MOCASvend3

* indicates mandatory field

Homa / Log Out
My Profile Maintenancs

My Rola Malntenance

7\

o Additional Hole
Password Malntenance

1+] Vendor

ETP/EDI Guides & Other

4 Click on desired role from the drop down list. Etc.(GAM, Vendor,
Vendor View Only).
5 Click Continue.

Result: The Add Role screen opens.

Continued on next page
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Adding an Additional Role, continued

Procedure (continued)

Step Action
6 Enter CAGE Code.

] = dide Argo Wodkfiggms -

Wide Hiss Woikilos

fustomer Support
£ SR

SN 3067095 Add Role
serlD: Vendor11 * indicates mandatory field

o | Log Dut

iy Profile Maintona noo

hdd Addisiomal Roke
H Womidar

umider View Gnly

TRED! Guidus & Ol
hippoiting Documunts

nftwase Uoi's Manual

_______________ g

Note: Do not enter anything in the “Extension” field unless
you want to create a CAGE code subgroup.
7 Enter comments and attachments if needed.

Add Role
* indicates mandatory field
Comments

Add 8 new comment:

Antachments
[(Browse_ | Add Antachmeant

Lontinge | _ Reiwrn | Page Help|

8 Click Continue.

Note: If you need to add another role or additional cage code

W
click on the Add icon = under “Role Information” and
repeats steps 2-7.

Continued on next page
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Adding Additional Role, continued

Procedure (continued)

Step Action
9 Click on the check box next to Statement of Accountability.

Add Role
® indicates mandatory field
Role Information
Rala Groip Cade Extansion Comments Atachments Action
Viendor VENDOR oHes2 N N as

-

Bubmit | Page Help|

10 | Click Submit.
11 | You will receive a message.

Add Role

[%  Thankyou for requesting additional roleis) for Wide Area Workflow. Once you have been activated by an administrator, you
will receive an e-mail. If you have any questions, please contact Customer Support.

Role Information

Role Group Code Extension
‘endar View Only VENDOR aHB52
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Changing Your Password

Introduction

Password Maintenance allows you can change your password.

Procedure

Follow the steps below to change your password in WAWF-RA.

Step

Action

1

Logon to WAWEF-RA.

Result: On left-hand side of the screen the submenu opens

Click Password Maintenance.

Je Arca lﬂeﬂkﬂq‘ﬁl

-

Workflow

Customer Support

1-866-618-5988
DSN: 388-7095

IserlD: MOCASvend3
Home / Log Out

My Profile Maintenance
My Role Maintenance

Add Additional Role

/W

WAWF Password Confirmation

User Id: MOCASvend3

Password)|

Continue | _ Cancel | Page Help)

w

r current password in the text entry box.

Click Continue.

Result: The Password Maintenance screen opens.

Enter your new password twice. Password formatting guidelines
require that every password must:

Password Maintenance

New password

Password Rules:
Minimurn & characters

Must contain at least 1 capital letter
Must contain at least 1 lower case letter
Must contain at least 1 number

Must contain at least 1 special
character

Cannot contain consecutive characters
fabe or cha)

Cannot contain repeating characters
(a3, bb, etc)

Cannot contain the same character
more than twice

Entered password must be different fram
last 10 passwards used

Cannot be changed within 24 haurs

Submit_J

Confirm new passward

Rsturn

Page Help |

Click Submit.

effectively immediately.

Note: After you have clicked the Submit button, the change is

Page 40



Password Maintenance

Resetting Password allows you can reset your password if you have
forgotten it.

Introduction

Procedure

Follow the steps below to reset password in WAWF-RA.

Step

Action

1

Click Logon.

Result: WAWEF-Logon screen opens.

Click Reset Password.

Wide
Home
Customer Support
IS4 JWES HEM
2rza Command Ogden
Cuetamner Sendce Jenter
CONLS CNIE Y 1-RRR-FTR-A9AR
COWM=ECIAL ELT-bUs- /L2
CE8M 3387095
FCAX COMMCRCIAL: CO1-G05-
453
FAXLCSH: 388-742=
cscassig@agden disa.mil
=] Abuut WAWF
L] W¥hat's New
Sacurity & Privacy
Warming & Disclaimers

Active Do04ACs & Roles

Active CAGE Code

] — ]

ide Area Workflowy,

User ID: Srter Jser ID

WAWF - Lagon
User I

—

Fassworid

Sclect Cotficate

Submi | _ Relurn Fage Kel

Enter your “User ID” and “Location Code (CAGE)”.

User ID

Location Code

Self Reset Password

I\/endor‘\‘l

I‘I kAW 30

Submit | Return | Page Help|

Click Submit.

Note: On a successful submit, you will receive a success
message and an email will be sent you that will contain a
temporary password. If you do not receive email shortly, you
will need to contact your GAM or the WAWF-RA Help Desk.
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Government Furnished Property Receiver and Shipper

Vendors now has the ability to electronically capture and submit information
in support of the transfer, shipment, and receipt of Government Furnished
Property by DoD Contractors. The GFP Shipper and GFP Receipt
transactions flow ONLY to the UID Registry for the first phase in WAWF.
Vendor has to register for the GFP Shipper and Receiver. For more
information refer to the Software User Manual (SUM) or the Web Base
Training www.wawftraining.com.
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Overview

Introduction

Learning
objectives

In this chapter

Chapter 3 - Creating Documents

The information you need to complete a document in WAWF-RA comes
from the contract via hard copy or EDA and your knowledge of the applicable

business process.

If you currently create paper-based documents, you’ll find that completing a
document in WAWF-RA doesn’t require any new or different information.

Required fields in WAWF-RA are denoted by an *. All other fields are

optional. If the contract or business process does not require additional
information; a user can leave the optional fields blank.

Upon completion of this chapter, you will be able to
Create a stand alone Invoice

Create Combo

Create a 2-N-1

Create Receiving Report

Create Cost Voucher

Create From Template

Creating Documents via Template

Create Invoice From Receiving Report

Create Receiving Report From Invoice

©CoNo~WNE

This chapter contains the following sections:.

Section

Topic

Creating an Invoice

Creating Combo Invoice

Creating a 2-in-1 Invoice

Create Receiving Report

Other Ways to Create Documents

mm|OlO|(m|>

Creating Cost VVoucher
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Overview

Introduction

Section A - Creating a Stand Alone Invoice

This section explains how to create a stand-alone Invoice. In selecting the
Invoice a drop down box will appears with several options may choose from.
If either option pertains to your contract leave box blank.

Fast Pay clause 213-1 must be in contract to select.

From Receiving Report — if the Receiving Report has been created and now
its time to Invoice you have to create the Invoice from Receiving Report, if
you don’t you will receive a message that this is a duplicate.

From Archived Receiving Report- if the Receiving Report has been in
“Processed” status for more than 120 days it moves to archived. You have the
ability to create your Invoice to the archive Receiving Report.

More option may appear based on Pay Office DoODAAC selected which is:

From Multiple Shipments- you have the ability to matching multiple
Receiving Reports to 1 invoice

From Archived Multiple Shipment - if the Receiving Report has been in a
“Processed” status more than 120 days it moves to archived. You have the
ability to create your invoice to multiple archived Receiving Reports.

Continued on next page
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Overview, Continued

Stand Alone
Invoice
Workflow

In this section

WAWF Functional Process Flow Invoice

@/s

Invoice
Local
Initiator Inspector Acceptor Processing Pay Office
Official
optional
(op ) (optional)

This section contains the following topics.

Loading Contract Information

Description of WAWEF Tabs

Adding a Discount

Completing Comments Tab
Miscellaneous Amount Tab

Completing the Header and Line Item Tab
Adding Additional Emails
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Loading Contact Information

Procedure Follow the steps below to complete contract information

Step Action

1 Logon to Wide Area Workflow

2 Click on the [+] symbol next to Vendor section of the sub menu
in the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

"[+] Yendor

i

Result: Your drop down features will appear.
3 Click Create New Document.

I ¥endor

Create Mew Document
Create Misc. Pay

View Yendor Documents

Access Bejected Receiving
Reports

Access Bejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Loading Contact Information, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document
= Reqguired Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[FOsE0305C0050 [

Continue | Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-
RA, if your contract has a delivery order number you must enter
it in WAWF-RA otherwise leave field blank.

5 Click Continue.

6 e |f contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e If the contract is located in the EDA system, then the
WAWEF-RA system will pre-populate certain location code
fields (DoDAAC/CAGE) on this document.

Create New Document

" = Reqguired Fields

Contract Number Delivery Order Crpmammsrepssmy ———
Microsoft Internet Explorer ﬂ
FO960305C0050 d The contract data is not available in Dol EDA,
Please enter contrack information,

Confinue | Return | Res Click. the Return buttan to enter a different Contract Number

or continue creating the document.

Click OK.

Continued on next page
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Loading Contact Information, Continued

Procedure (continued)

Step Action
7 Enter the “Pay DoDAAC” from your contract if not pre-populated
from EDA.

Create New Document
" = Required Fields

Contract Numhber Delivery Order CAGE Code / Ext. P

FO960305C0050 oHBS2 ITEE?DD

I_anlinuell_ﬂaturn [ | Reset | Page ﬂalel

8 Click Continue.

9 Select Invoice.

Select Document to Create: ®

® |rvoice

O Invoice as 2-in-1 (Serices Only) Fast Pay (FAR 52.213-1)

{3 Construction Payment [nvoice E:gm Eiﬁiiigngh%?;nr:s

© Comacal e Franig |7 chven Bece g Pecot

(& Performance Based Payment

O Progress Payment

& Receiving Report

0 Invoice and Receiving Report (Combao)

(& Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)
Continue I l_ﬂaturn [ &set | Page M

Note: Additional Options appear to the right when you select
Invoice. If neither of these options applies to your Invoice leave
field blank.

10 | Click Continue.

Continued on next page
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Loading Contact Information, Continued

Procedure (continued)

Step Action

11 | Enter in all the required fields if not pre-populate from EDA.
Enter optional fields if required per contract. . Everything that has
an asterisk (*) is a required field.

Create New Document
" = Required Fields, Date = YYYYMWMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO960305C0050 OHBESZ F25700

Issue Date IssueBy DoDAAC Admin DoDAAC =

| | EEED

Ship To Code */ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.
[HC100 | | |

Document Selected:

Invoice

Continue |  Return | Reset | Page Help|

Note: WAWF-RA electronically routes the document based on
the location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

12 | Click Continue.

Result: You are now on the Header Tab.
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Description of WAWF Tabs

Introduction

The only 2 tabs that are mandatory in WAWF-RA are the Header tab and the
Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following section
all tabs that are displayed on the Combo document.

’_( Headar

| Addresses | Discounts | Mark For | Comments | Line ltem |  Pack

Y Misc. Amounts)

Description of
tabs

The table below describes each of the tabs found in WAWEF.

Tab Name Description
Header The Header Tab is the first tab used on a WAWF-RA document. It
(mandatory tab) contains, “First page”, information such as shipment number/dates,
invoice number/dates, and other information required by an “*” in fields
listed on your particular document.
Address Tab The Address Tab lists all of the mailing addresses that correspond to the

DoDAACs/CAGE Codes that were used when creating the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice.
Vendors offering cost effective discounts should receive payments
within the given invoice discount period.

Mark For Tab

The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your
contract.

Comments Tab

The Comments Tab provides you a field to enter additional comments
on your document.

Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. The Initiator details his/her request for

(mandatory entry)

payment and material/services that are provided based on his/her
contract.

ACRN

The ACRN Tab is for those contract that cite more than one acrn per clin

uibD

UID is a new globally unique "part identifier" containing data elements
used to track DoD parts through their life cycle. UID Data is encoded
into Data Matrix symbols that are applied to parts using Direct Part
Marking processes (DPM). The DoD has moved to this transformation
technology to facilitate electronic data capture and transmission.

Continued on next page
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Description of WAWF Tabs, continued

Description of tabs (continued)

’_( Header Y Addresses Y Discounis Y Mark For Y Comments Y Line liem Y Pack YMisc. Amuntﬂ

Tab Name Description
Milstrip The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all
parts is to be reported as part of the Line Item.
Pack The Pack Tab is used to enter Radio Frequency Identification (RFID).

RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated
into a product, animal, or person. RFID tags contain antennas to enable
them to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas
active tags require a power. (For additional information regarding Pack,
click the following link: http://www.acq.osd.mil/log/rfid/index.htm.)

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in
WAWEF-RA. The Misc. Info tab provides you a complete document
history on all documents created against your contracts. Here you will
find information such as Invoice receipt dates, acceptance dates, and
contact information for any one that has taken action on your
documents. This is also where you add attachments to you documents.
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Completing the Header Tab

Procedure

Follow the steps below to input your information into the Header Tab.

Step

Action

1

Everything that has an asterisk (*) is a required field

Enter in all required fields. Enter optional fields if required per contract.

I

Header | Addresses | Discounts | Comments | Line ltem | Misc. Amounts)

Data Capture - Invoice

" = Required Fields, Date = YY¥YiWM/DD

Contract Number Delivery Order Issue Date

FO960305C0050
Shipment No. Shipment Date  Final Shipment? Invoice No.® Invoice Date™

[ NE i | NE
quemment B/L Number,

Currency Code

Einal Invoice?

usD

Create Documentj _ Return | Page Help)

Document Total:

$0.00

Down Menu.

Result: Header information complete.

Verify whether or not this is a Final Shipment and annotate as such in the Drop
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Completing the Discounts Tab (Adding a Discount)

Introduction WAWEF allows Vendors to apply discounts to Invoices during document
creation. These discounts are at the Document level and not the Line Item
level. Documents are displayed with the Invoice / Invoice Received date in
red and are preceded with a "D," when a discount amount or discount
percentage entered, is greater then zero.

Procedure Follow the steps below to add discounts.

Step Action
1 Click on the Discount tab.

B

Document Level Discount Terms:

Discount Percentage Due Days Actions

Mot Days Actions

Pags Help |

[JPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO SUBMIT.

Note; Based on the Pay Office selected you may have several
options. In this procedure we will use “Discount Percentage”
and “Due Days”.

]
Click on the Add icon G under Action.
3 Enter the “Discount Percentage” and “Due Days”.

Add Discount

" = Required Fields

Discount Percentage “ Due Days *

1 % 10

Save Discount | Return | PnEs ﬂnlE'

4 Click Save Discount.

Result: Document Level Discount Terms screen opens.
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Completing the Comments Tab

Introduction The Comments tab is a free-form data field provided for the document
Creator, to enter document-related comments. On certain occasions, for
example if the user is submitting a document after a final document has been
previously submitted for that contract/delivery order, Initiator-entered
comments are mandatory.

Procedure Follow the steps to enter comments.
Step Action
1 Click Comments tab.
i T Wide Areo Workflogn 4
Head Addresses Di 1t Mark For | G
Comments
=
=
Page Help |
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
SUBMIT.
-]
2 Enter additional comment up to 2000 characters.
3 Complete all tabs required to submit document if not already
done so. Return to Header tab to Create Document.
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Completing the Line Item Tab (adding CLIN)

Procedure Follow the steps below to input your information into the Header Tab.
Step Action
1 Select the Line Item tab.
2 . : * . : T
Click the Add icon G under the Actions heading to enter the first line item.
[ Header | Addresses | Discounts | Commenis | Line [tem |Misc. Amounis]
Line Item Details:
Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions
Result: The Add CLIN/SLIN screen opens.
3 Enter in all required fields. Enter optional fields if required per contract.

Everything that has an asterisk (*) is a required field (please refer to your
contract).

CLIN/SLIN ACRNs

Add CLIN/SLIN
[ = Required Fields

Item No. * Stock Part No. = Type = Oty. Shipped = Unit*  Unit Price *
[0o01 none [SM-Serial Number =l |56 EA § fan

SDN ACRN Amount

[ $/1.120.00
Description *

Landscapping =

Save Clin/Slin_J  Return | Page Hel

Note: Based on the payment office DODAAC different tabs may appear. In this
example the CLIN/SLIN and ACRN tabs are displayed.

Continued on next page
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Completing the Line Item Tab (adding CLIN), Continued

Procedure (continued)

Step Action
4 Click Save CLIN/SLIN.

5 Add additional Line Item Numbers if necessary by repeating
steps 2-4.

[ Header Y Addresses Y Discounts Y € Y Line ltem [Misc. Amounts)

Line Item Details:
/At least one Line Item is required.

Item No. Stock PartNo. Type Qty. Invoiced Unit Unit Price Amount Actions
o000t none SN 80 EA s10 000 £ W by
B
Page Hel,

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
SUBMIT.

Notel: The it?symbol you can click on to edit your previously
entered line item number.

Note 2: The U]symbol you can click on to delete your previously
entered line item number.
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Completing the Miscellaneous Amount Tab

Introduction The Misc Amounts tab is where the Initiator provides any additional entries
that pertain to his/her contract. These amounts are referenced to the document
as an entity and not at the Line Item level. Miscellaneous Fees; CLIN/SLINSs,
Taxes and Miscellaneous Allowances.

Procedure Follow the steps below to add misc amounts.
Step Action
1 Click on the Misc Amounts tab.

Result: Miscellaneous Amounts screen opens.

]
Click on the Add icon = under Misc Allowance Action.

(~ Header | Addresses " Discounts | Commen ts Y Lineitem ) Misc. Amounis]

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
SUBMIT.

Result: Add Misc. Allowance screen opens.

Continued on next page
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Completing the Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

3

Select the Misc Allowance that applies to your contract.
Description will populated based on selection.

Add

|E5650 -
U Eg60 -
310 -

FOs0-
FBa0 -
FB40 -
F&10-
Fa10-

D350~

Misc. Allowance

" = Required Fields

Misc. Allowance*

CONTAINER ALLOWANCE

DAMAGED MERCHAMDISE ALLOWANCE
DISCOUNT

GOODS & SERVICES CREDIT ALLOWANCE
OTHER =~ SEE DESCFOR DETAILS

PRICE DEVIATION =/~ SEE DESCRIFTION
PRIOR BALAMNCE =~ SEE DESCRIFTION
PROMOTIONAL DISCOUNT ALLOWANCE
QUANTITY DISCOUNT ALLOWANCE

1170 - TRADE DISCOUNT ALLOWAANCE
1180 - TRADE IN ALLOWANCE

Misc. Allowance Price®

v §

Save Misc. Allowance |

Return | Page Help |

Note 1: Based on the Pay Office selected will determine what

options are available.

Continued on next page
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Completing the Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

4

Select “Misc Allowance” and Misc Allowance Price”.

Add Misc. Allowance

[ = Required Fields

Misc. Allowance* Misc. Allowance Price®
C310-DISCOUNT v ¥ 100.00
Description®

DISCOUNT

Save Misc. Allowance| Return | Page Help |

Click Save Misc. Allowance.

Result: Miscellaneous Amounts screen opens.

Continued on next page
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Completing the Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

6

Add additional MISC Amounts if necessary.

{ Header Y

ses ) Discounts | C Y Line Item ) Misc. Amounts]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

=

Misc. Allowance Misc. Allowance Amount Actions

c310 s £ T
=
Tax Tax Amount Actions
B
Page Help )

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
[SUBMIT.

Notel: The fsymbol you can click on to edit your previously
entered line item number.

Note 2: The U]symbol you can click on to delete your previously
entered line item number.
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Creating the Document

Procedure
WAWE.

Follow the steps below to finish the process of creating your document in

Step

Action

1

Click on the Header tab after entering all the information.

2

Scroll down to down of the screen. Click Create Document.

iy

'J Header

\_Addresses | Discounts )| Commenis | Line llem Y Misc. Amounis)

Data Capture - Invoice
" = Required Fields, Date = YYYY/MM/DD

Contract Number Delivery Order Issue Date
FO960306C0050
Shipment No.

fGovernment B/ Number

——

Currency Cade

Shipment Date  Final

|

usD

Shipment? Invoice No.*

WA F

Invoice Date* Einal Invoice?

[eo0s /09728 [NE]

Document Total:

$0.00

Create Document Return

Page H'IE|

Result: The Created Invoice screen opens.

Submit.

Verified information is correct. Scroll down to the bottom of screen. Click

Cantract Number
FOE60305C0050

Imvolce Number

1 CLINSLINGE)
']

Miscellaneous Armoun

=
| [Ruuting Information:
o
CAGE Codi: DHESZ  Extuension:
Hame:  CACIINTERNATIONAL INGC
Ship T
Code: HCION Fxtiension:
| Hame: DISA INTERNAL SUPPORT

Summary of Detall Level Information

ih(s)

INVOICE
* = Required Fields

Dalivery Qrder Issua Date

Involee Date
20050929

Final Imolce
N

Invoice Recelved Date
20050929
Total
$72.00
.00
§72.00

Administered By
DulAAC: SI4TZA
Hame: DEMA VAN HUYS
Payment Official
DalAAC: F26711

Hama: i

HRANCH ACCTG DISH STA NH 525/00

Bagn Hul

Note: Now you can add any needed attachments if applicable; refer to
“Adding an Attachment” section for a detailed procedure.

Continued on next page
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Creating the Document, Continued

Procedure (continued)

Step Action

4 Confirm that you have received a message that your document has been
created successfully.

lhe Invoice 2-in-1 (Services Only) ‘és heen submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

FO9BE0505C0050 OSE0T DsEMT

Email sent to Acceptor: wawf _undel@ecedi nit disa mil
Email sent to Wendor wawf _undel@ecedi nit disa mil

send More Email Notifications

Return ' F’aﬁs ﬂaIEI

Note: You have the capability to send more emails to users who are not in
the workflow or as listed on your contract; refer to “Adding Additional
Emails™ section for a detailed procedure.
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Adding Additional Emails

Introduction You have the capability to send more emails to users who are not in the
workflow or as listed on your contract.

Procedure Follow the steps below to add additional emails.

Step Action
1 Click “Send More Email Notifications.

The Cost Voucher has been submitted successfully.

Contract Humber Delivery Order Youcher Humber

FOSE0305C0050 ABCI

—mail sent to Vendor wawf _undel@ecedi nit.disa.mil
—mail sent to Pay Official; wawf _undel@ecedi nit.disa.mil

| [Send More Email Notifications

Result: “Initiator Email Distribution” screen opens.

Continued on next page
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Adding Additional Emails, Continued

Procedure (continued)

Step

Action

2

Enter Additional email address.

s |

W Rigca Workflow - =

Initiator Emall IMstribution

L_'

dickiEdocol com
dickb] @prodigy net

syl granis(@mca pes I

ks s e Bt e sAamal il addredsss
LI F———

Submit J Batarn J Resul J Page H'IEI

Note: All emails that you have already established will appear.
Your options are “No Action”, “Send”, “Delete”” or add new e-

mail address.

Click Submit.
3 Confirm additional emails where sent.
4 Click Return.
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Overview

Introduction

Combo
workflow

In this section

Section B - Creating a Combo Invoice

This lesson explains how to create two documents, an Invoice and a

Receiving Report, within one data entry session (combo). Creating both

documents at the same time, rather than separately, is recommended.

WAWEF Functional Process Flow (COMBO Document)

s

Combination Document

Local

Initiator Inspector Acceptor Processing Pay Office
Official
optional
(op ) (optional)

Invoice

g —

]

Invoice

O—0—0
Combination
Document Using Rrnon® Rrepor Koo Frepart”
WAWF

This section contains the following topics.

Topic

Loading Contract Information

Description of WAWF Tabs

Adding a Discount

Comments Tab

Completing the Header and Line Item Tab

Adding an Attachment
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Loading Contract Information

Procedure

Follow the steps below to complete contract information.

i

Step Action
1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the sub menu

in the left sidebar.

Home / Log Out

My Profile Maintenance

Role Maintenance

E

dd Additional Role

[X=

Password Maintenance

[+] Yendor

Result: Your drop down features will appear.

Click Create New Document

I Yendor
Create Misc. Pay
Yiew Vendor Documents

Access Rejected Heceiving
Reporis

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Enter fields if required per contract.
Everything that has an asterisk (*) is a required field.

Create New Document
= Reqguired Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[FOsE0305C0050 [

Continue | Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-
RA, it may be required by your contract, if your contract has a
delivery order number you must enter it in the WAWF-RA
otherwise leave field blank.

5 Click Continue.

6 e |f contract is not in EDA an alert box will appear.

e If the contract is located in the EDA system, then the
WAWEF-RA system will pre-populate certain location code
fields (DoDAAC/CAGE) on this document.

Create New Document

" = Reqguired Fields

Contract Number Delivery Order (s -
Microsoft Internet Explorer ﬂ

FO960305C0050 d & The contract data is not available in Dol EDA,

Please enter contrack information,

Confinue | Return | Res Click. the Return buttan to enter a different Contract Number
or continue creating the document.

Click OK.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step

Action

7

Enter the “Pay DoDAAC” from your contract if not pre-populated
from EDA.

Create New Document

" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. _Pay DoDAAC =
FO260305C0050 OHBS2 25700

_anlinuel‘_ﬂaturn [ | Reset | Page ﬂalel

Click Continue.

Select Invoice and Receiving Report (Combo).

Note: Determine the method with which you populate the data
in the Combo.

You have two choices:
1. Create a new Combo from scratch (continue on
to step nine).
2. Create a Combo from template; refer to page 125
“Creating a Document Using a Template” section for a detailed
procedure.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step

Action

10

Click Inspection and Acceptance points according to your
contract.

Select Document to Create: *
 lnwoice

0 Invoice as Z-in-1 (Serices Only)

Receiving Report

@ Invoice and Receiving Report (Comba)  Inspeckon: I 2 'l Acceptance:

 Cost Youcher (FAR 52.216-7, 52.216-13, 52. 16.14,
Cther

Destination 'l

|Source
[Clestination
Cither

Reference:

Source to Source is a one step process. The same person may
inspect and accept. Source/Source workflow

Source to Destination is a two-step process. One person may
inspect, and another person will accept. Source/Destination
workflow

Destination to Destination may be a one-step or two-step process
(depending on contract).Destination/Destination workflow

Other permits the receipt of items at a location other than
Origin or Destination; I.E. a third party location as listed on the
contract. The goods or services will be shipped to a location
named in the contract and final acceptance may occur at
destination.

11

Click Continue.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
12 Enter in all require fields, if not pre-populated from EDA. Enter
optional fields if required per contract.

Create New Document
[ = Reguired Fields, Date = YyYYiMW/DD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9E0305C0050 OHBA2 F25700

Issue Date IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC =/ Ext. Mark For Code / Ext.
[ | [AcTom [Eoarea |

Ship To Code */ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.

[Fuaa17 | | | | [

Document Selected:

Irwoice and Receiving Report (Combe)  Source Inspection / Source Acceptance

Continue |  Return | Rgset | Page Help|

Note: WAWF-RA electronically routes the document based on
the location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

13 Click Continue.

Result: You are now on the Header Tab.
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Description of WAWF Tabs

Introduction

The only 2 tabs that are mandatory in WAWF-RA are the Header tab and the
Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following section
all tabs that are displayed on the Combo document.

’_( Headar

| Addresses | Discounts | Mark For | Comments | Line ltem |  Pack

Y Misc. Amounts)

Description of
tabs

The table below describes each of the tabs found in WAWEF.

Tab Name Description
Header The Header Tab is the first tab used on a WAWF-RA document. It
(mandatory tab) contains, “First page”, information such as shipment number/dates,
invoice number/dates, and other information required by an “*” in fields
listed on your particular document.
Address Tab The Address Tab lists all of the mailing addresses that correspond to the

DoDAACs/CAGE Codes that were used when creating the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice.
Vendors offering cost effective discounts should receive payments
within the given invoice discount period.

Mark For Tab

The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your
contract.

Comments Tab

The Comments Tab provides you a field to enter additional comments
on your document.

Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. The Initiator details his/her request for

(mandatory entry)

payment and material/services that are provided based on his/her
contract.

ACRN

The ACRN Tab is for those contract that cite more than one acrn per clin

uibD

UID is a new globally unique "part identifier" containing data elements
used to track DoD parts through their life cycle. UID Data is encoded
into Data Matrix symbols that are applied to parts using Direct Part
Marking processes (DPM). The DoD has moved to this transformation
technology to facilitate electronic data capture and transmission.

Continued on next page
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Description of WAWF Tabs, continued

Description of tabs (continued)

’_( Header Y Addresses Y Discounis Y Mark For Y Comments Y Line liem Y Pack YMisc. Amuntﬂ

Tab Name Description
Milstrip The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all
parts is to be reported as part of the Line Item.
Pack The Pack Tab is used to enter Radio Frequency Identification (RFID).

RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated
into a product, animal, or person. RFID tags contain antennas to enable
them to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas
active tags require a power. (For additional information regarding Pack,
click the following link: http://www.acq.osd.mil/log/rfid/index.htm.)

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in
WAWEF-RA. The Misc. Info tab provides you a complete document
history on all documents created against your contracts. Here you will
find information such as Invoice receipt dates, acceptance dates, and
contact information for any one that has taken action on your
documents. This is also where you add attachments to you documents.
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Completing the Header Tab

Procedure Follow the steps below to complete Header Tab.
Step Action
1 Enter in all required fields. Enter optional fields if required per
contract.

| e Ao Workflogm s . =
|

r_[ Header | Add % T warkFor Y Y tinemem Y Pack  YMisc. Amounts]
D

ata Capture - Invoice and Recelving Report (Combo)
[ = Requined Fiedds, Date = ¥y ibDD

Contract Number Delivery Order lsue Date Inspection Point Acceptance Point [~ CoC [~ ARD
FOOE0305C0050 H s & Supplins © Benoes

Shipment No.* Shipment Date*  Cstim. Einal Shipment? Invoice Ho.* Invoice Date*  Einal Invaico?
[aECoz [eoosmans B [ e [eETnz [eomsmsne | [N
Guvermme st Bl Numiber TcH Gross Waight EOR

Bl [ [ 53

First Line Haul Mode

| | wm

Uocument Total:

Curreney Code

B0 'I

Creats Dacument) Return | Page Help|

Note: If the CoC (Certificate of Conformance) or ARP (Alternate
Release Procedure) applies, click the checkbox. If the Receiving
Report is for supplies, then leave the *Supplies’ button selected. If the
Receiving Report is for services, then click the *Services" button.

If you select CoC, you must later add an attachment (your CoC).

2 Verify whether or not this is a Final Shipment and annotate as
such in the Drop Down Menu.

Result: Header Information complete.
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Completing the Discounts Tab (adding discount)

Introduction WAWEF allows Vendors to apply discounts to Invoices during document
creation. These discounts are at the Document level and not the Line Item
level. Documents are displayed with the Invoice / Invoice Received date in
red and are preceded with a "D," when a discount amount or discount
percentage entered, is greater then zero.

Procedure Follow the steps below to add discounts.

Step Action
1 Click on the Discount tab.

B

Pags Help |

[JPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO SUBMIT.

Note; Based on the Pay Office selected you may have several
options. In this procedure we will use “Discount Percentage”
and “Due Days”.

]
Click on the Add icon G under Action.
3 Enter the “Discount Percentage” and “Due Days”.

Add Discount
" = Required Fields

Discount Percentage * Due Days *

1 % 10

Save Discount | Return | Puis HB|E|

4 Click Save Discount.

Result: Document Level Discount Terms screen opens.
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Completing the Comments Tab

Introduction The Comments tab is a free-form data field provided for the document
Creator, to enter document-related comments. On certain occasions, for
example if the user is submitting a document after a final document has been
previously submitted for that contract/delivery order, Initiator-entered
comments are mandatory.

Procedure Follow the steps to enter comments.
Step Action
1 Click Comments tab.
i T Wide Areo Workflogn 4
Head Addresses Di 1t Mark For | G
Comments
=
=
Page Help |
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
SUBMIT.
-]
2 Enter additional comment up to 2000 characters.
3 Complete all tabs required to submit document if not already
done so. Return to Header tab to Create Document.
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Completing the Line Item Tab (adding CLIN)

Procedure Follow the steps below to complete Line Item Tab (adding the CLIN).
Step Action
1 Select the Line Item tab.
2

]
Click the Add icon E under the Actions heading to enter the
first line item.

[ Header | Addresses | Discounts | Commenis | Line Item |Misc. Amounis

Line Iltem Details:

Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions

=

Result: The Add CLIN/SLIN screen opens.

3 Enter in all required fields. Enter optional fields if required per
contract (please refer to your contract).

i TR Wi Ao Workdlown .

Add CLIN/SLIN

" = Requirad Fialds

ftem Ho.”  Stock Part Ho. " Type * Oty Shipped *  Unit*  Unit Price *

0001 &8 1234567630123 | FS - Mational Stock Mumber | |30 Ea | 5 [2
SON ACRN GFE?  Adyice Code Amount
E N E| 5 [ronon

Description ~

bbbbb =

jiavs Clin/5ila ] Betuen ] Page H.I:'

Note: Based on the payment office DoODAAC selected different

tabs may appear. In this example the CLIN/SLIN and ACRN
tabs are displayed.

Continued on next page
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Completing the Line Item Tab (adding CLIN), continued

Procedure (continued)

Step Action

4 Click Save CLIN/SLIN.

5 Add additional Line Item Numbers if necessary by repeating steps
2-4.

(— Header | Addresses " Discounts Y Mark For | Commen ts ) Line item | __ Pack  YMisc. Amounts]

Line Item Details:

fit least one Line ltemn is required

ltem No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount UID Actions
0001aa 1234567880123 FS 00 EA $2 000 N Z
= [

Page Hel

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

Notel: The fsymbols you can click on to edit your previously
entered line item number.

Note 2: The ﬂ]symbols you can click on to delete your
previously entered line item number.
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Completing the Miscellaneous Amount Tab

Introduction The Misc Amounts tab is where the Initiator provides any additional entries
that pertain to his/her contract. These amounts are referenced to the document
as an entity and not at the Line Item level. Miscellaneous Fees; CLIN/SLINSs,
Taxes and Miscellaneous Allowances.

Procedure Follow the steps below to add misc amounts.
Step Action
1 Click on the Misc Amounts tab.

Result: Miscellaneous Amounts screen opens.

]
Click on the Add icon = under Misc. Allowance Action.

(— Header Y Y D ts Y Ci Y Line item Y Misc. Amounts|

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

N

Misc. Allowance Misc. Allowance Amount Actions

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
SUBMIT.

Result: Add Misc. Allowance screen opens.

Continued on next page
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Completing the Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

3

Select the Misc Allowance that applies to your contract.
Description will populated based on selection.

Add

|E5650 -
U Eg60 -
310 -

FOs0-
FBa0 -
FB40 -
F&10-
Fa10-

D350~

Misc. Allowance

" = Required Fields

Misc. Allowance*

CONTAINER ALLOWANCE

DAMAGED MERCHAMDISE ALLOWANCE
DISCOUNT

GOODS & SERVICES CREDIT ALLOWANCE
OTHER =~ SEE DESCFOR DETAILS

PRICE DEVIATION =/~ SEE DESCRIFTION
PRIOR BALAMNCE =~ SEE DESCRIFTION
PROMOTIONAL DISCOUNT ALLOWANCE
QUANTITY DISCOUNT ALLOWANCE

1170 - TRADE DISCOUNT ALLOWAANCE
1180 - TRADE IN ALLOWANCE

Misc. Allowance Price®

v §

Save Misc. Allowance |

Return | Page Help |

Note 1: Based on the Pay Office selected will determine what

options are available.

Continued on next page
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Completing the Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

4

Select “Misc Allowance” and Misc Allowance Price”.

Add Misc. Allowance

[ = Required Fields

Misc. Allowance* Misc. Allowance Price®
C310-DISCOUNT v ¥ 100.00
Description®

DISCOUNT

Save Misc. Allowance| Return | Page Help |

Click Save Misc. Allowance.

Result: Miscellaneous Amounts screen opens.

Continued on next page
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Completing the Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

6

Add additional MISC Amounts if necessary.

{ Header Y

ses ) Discounts | C Y Line Item ) Misc. Amounts]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

=

Misc. Allowance Misc. Allowance Amount Actions

c310 s £ T
=
Tax Tax Amount Actions
B
Page Help )

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
[SUBMIT.

Notel: The fsymbol you can click on to edit your previously
entered line item number.

Note 2: The U]symbol you can click on to delete your previously
entered line item number.
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Creating the Document

Procedure Follow the steps below to finish the process of creating your document in
WAWE.

Step Action

1 Click on the Header tab after entering all the information.

2 Scroll down to down of the screen. Click Create Document.

J Header | Addresses | Discounis | Commenis | Line liem | Misc Amounts)

Data Capture - Invoice
" = Required Fields, Date = YYYYMWM/IDD

Contract Number Delivery Order Issue Date

FO960305C0060

Shipment No. ShipmentDate  Final Shipment? Invoice No.* Invoice Date* Final Invoice?

| [ [NE] i [en0509725 [nE

Government B/l Number Document Total:
l— $0.00
Currency Code

usD

Create Document Return Page HIIE|

Result: The Created Invoice screen opens.

3 Click Misc. Info tab to add an attachment if applicable. Refer to “Adding an
Attachment” section for a detailed procedure.

4 Verified information is correct. Scroll down to the bottom of screen. Click Submit.

— 12! '.mo Arga Workflogn . =
- = : b
L
INVOICE
L * = Required Fields
Contract Numbear Dalivary Ordar Issua Date
FOE60305C0050
Imvolce Number Involce Date Final Imolce Involce Recelved Date
20050929 N 200502729
Summary of Detall Level Information Total
1 CLINFSLINGE) $72.00
i} Miscellaneous Armpunt(s) .00
§72.00
(=

| [Ruuting Information:

Administered By

CAGE Codi: DHESZ  Extuension: DulAAC: SI4TZA
Hame:  CACIINTERNATIONAL INGC Hame: DEMA VAN HUYS

Ship Tn Payment Official

Code: HCION Fxtiension: DalAAC: F26711

Ham: DISA INTERNAL SUPPOHT HRAHUH Hams: ACCTG DISH STA NH 525710

Continued on next page
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Creating the Document, Continued

Procedure (continued)

Step

Action

5

Confirm that you have received a message that your document has been
created successfully.

lhe Invoice 2-in-1 (Services Only) ‘és heen submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

FO9BE0505C0050 OSE0T DsEMT

Email sent to Acceptor: wawf _undel@ecedi nit disa mil
Email sent to Wendor wawf _undel@ecedi nit disa mil

send More Email Notifications

Return ' F’aﬁs ﬂaIEI

Note: You have the capability to send more emails to users who are not in
the workflow or as listed on your contract; refer to “Adding Additional
Emails” section for a detailed procedure on next page.
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Adding Additional Emails

Introduction You have the capability to send more emails to users who are not in the
workflow or as listed on your contract.

Procedure Follow the steps below to add additional emails.

Step Action
1 Click “Send More Email Notifications.

The Cost Voucher has been submitted successfully.

Contract Humber Delivery Order Youcher Humber

FOSE0305C0050 ABCI

—mail sent to Vendor wawf _undel@ecedi nit.disa.mil
—mail sent to Pay Official; wawf _undel@ecedi nit.disa.mil

| [Send More Email Notifications

Result: “Initiator Email Distribution” screen opens.

Continued on next page
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Adding Additional Emails, Continued

Procedure (continued)

Step

Action

2

Enter Additional email address.

s |

W Rigca Workflow - =

Initiator Emall IMstribution

L_'

dickiEdocol com
dickb] @prodigy net

syl granis(@mca pes I

ks s e Bt e sAamal il addredsss
LI F———

Submit J Batarn J Resul J Page H'IEI

Note: All emails that you have already established will appear.
Your options are “No Action”, “Send”, “Delete”” or add new e-

mail address.

Click Submit.
3 Confirm additional emails where sent.
4 Click Return.
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Adding an Attachment

Introduction If supporting documentation is to be attached (i.e. spreadsheets, expense
receipts, etc) you can add it to a WAWF-RA document

Procedure Follow the steps below to add an attachment

Step Action
1 Select “Misc. Info” tab. At the top of the page before submitting
the receiving report.

!i i!"" !W@ Area Workél - 4
= s = o
|~ Header | Lineltem Y Addresses [| Misc Info ) \
1 7
* = Required Fields
Contract Number Delivery Order Issue Date F Supplies
DAABO797DEEDS o4 2004/08/02 ™ Benices
Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point I coc
12575878 20040719 Y D D I &rP
B/L Number TCN First Line Haul Mode Gross Weight FOB
D
Summary of Detail Level Information Total
2 CLIN/SLINGs) $4 £10.10
Invoice Number Invoice Date Final Invoice
15KJ6 20040802 [% Y
Routing Information:

2 Click the Add icon next to the “Attachments” drop down box as
shown below.

Attachments: %ﬂ

Result: A Form Attachments screen is displayed.

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step

Action

3

Click Browse on the Attachments page to search for document to

attach.

Form - Attachments

Pick up a file to attar:hl @

Snntinno' Return | Fagoﬂcln

Result: A Chose File screen opens.

Click on the down arrow on the “Look in:” line and choose the
File dialog box to indicate the drive and directory where the

attachment is currently filed.

Choose file |
Laokin: | 3 Program Files F «@mckE-
|1 Accessories 1 JawvaSoft [ 1TestLogsa8
-1 Adaptac Camicrosoft fml%page CATivnli
|1 Adobe O Microsoft Office C1Uninstall Info
|- BizFlow CaNawnt T
|0 Citrix Cnetheeting Cwwindows Met
|1 Common Files Canetscape Cawvindows keg
|- ComPlus Applications [ 0racle Chwwindows NT
-1 Data Access CJ0utlook Express DWlep
-aDel CAPhotaOp Caws_FTP
| directx CJPureEdge =] DESKTOP.IN
[ lInstallShisld Installation Information 1 Symantac ﬂD\g\la\_ 3564 lyse.
| dintel 1Synaptics | FOLDER.HT
I=1iInternet Explorar LA TechSmith @mpﬂ exe
| | |
File name I\ j Open I
Files of type: IAH Files (**) j Cancel |
2

Select document to attach by highlighting and click open or

double click on the highlighted file.

w -

oMo -

I Attachments

Gontinus | _ Retwrn | Page Help)

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step

Action

6

Click Open.

Note: Path to document is displayed in the dialog box

Click Continue.

W Ae UediaE %

Wide Higa Woikliow |

Customer Support

1-865-518-5588
DEN: 388-T025

UserlD: GovAcc30
Home / Log Out
My Profile Malnisnance
Add Additional Role
Ll Accaptor
Greate Receiving Report
Becoss Acceptance | old:

Accoss Histary Falder by
DafAAC

Aecoss Histary Folder by
Usar

Ao Acceptance Hold
Falder

£ 3

Plck up a fils 1o

Form - Attachments

attach C\Docurnents and Setings\Shan Swongerdhy Docur [ Browse

Tp—

Verify that document is displayed in Attachments: drop down

menu.

Atachments: i3 TS

Iments:
WA flow.doc

Note: You may repeat these steps to attach additional
documents. Each file should not exceed 2 MB of data.

Page 88



Section C - Creating a 2-in-1 Invoice

Overview

Introduction This lesson explains how to create an Invoice 2-in-1, which is a document
that serves as both an invoice and a certificate of performance for services
rendered (also called an "acceptance report™).

You knowledge The information you need to complete a document in WAWF comes from
your contract and your knowledge of the applicable business processes.

If you already complete paper-based documents, you'll find that completing a
document in WAWF doesn't require any new or different information.

In some cases, you may see fields in WAWF asking for information you
have not supplied in the past. If your contract or business process does not
require this information then leave the fields blank.

Definition The Invoice 2-in-1 (Services Only) document is submitted for service
contracts with no supply deliverables. It is used any time a contract for
services requires invoice acceptance prior to submission for payment.

It creates a single Invoice/Receiving Report from one data entry session.
The document is routed from the Vendor to the Acceptor, then to LPO if
there is one, before it ends at the Payment Office. An Inspector can be
included in the workflow.

2' i n'l WAWF Functional Process Flow 2n1 Document 4
Workflow > =

2-n-1 Document
(Similar to EDI 857)

Local

Initiator Inspector Acceptor Processing Pay Office
Official

(optional)

optional)

n i e S
L ] N

wwwwwwwwwwwwwwww

Create 2-n-1
Document Using
WAW F

Continued on next page
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Overview, Continued

In this section  This section contains the following topics.

Topic
Entering Contract Information
Description of WAWEF Tabs

Adding a discount
Completing the Header and Line Item Tab
Adding an attachment
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Entering Contract Information

Procedure

Follow the steps below to complete contract information.

i

Step Action
1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the sub menu

in the left sidebar.

Home / Log Out

My Profile Maintenance

Role Maintenance

E

dd Additional Role

[X=

Password Maintenance

[+] Yendor

Result: Your drop down features will appear.

Click Create New Document.

I Yendor
Create Misc. Pay
Yiew Vendor Documents

Access Rejected Heceiving
Reporis

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Entering Contract Information, Continued

Procedure (continued)

Step Action
4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document
= Reqguired Fields

Contract Number * Delivery Order CAGE Code/Ext. *

[FOsE0305C0050 [

Continue | Reset | Page ﬂale|
[

Note: Although the Delivery Order field is optional in WAWF-
RA, If your contract has a delivery order number you must
enter it in WAWF-RA otherwise leave field blank.

5 Click Continue.

6 e |f contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e If the contract is located in the EDA system, then the
WAWEF-RA system would will pre-populate certain location
code fields (DoDAAC) on this document.

Create New Document

" = Reqguired Fields

Contract Number Delivery Order (s -
Microsoft Internet Explorer ﬂ

FO960305C0050 d & The contract data is not available in Dol EDA,

Please enter contrack information,

Confinue | Return | Res Click. the Return buttan to enter a different Contract Number
or continue creating the document.

Click OK.

Continued on next page
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Entering Contract Information, Continued

Procedure (continued)

Step

Action

7

Enter the “Pay DoDAAC” from your contract if not pre-populated

from EDA.

Create New Document

" = Required Fields

Contract Humber Delivery Order CAGE Code / ExtC Pay DoDAAC *

|f25?EIU

Continue |  Return | Reset | Fageuolgl

FOSE0305C0050 OHBs2

Click Continue.

Select Invoice as 2-in-1 (Services Only).

[ =ik mm Riga Workflogn

hild

Create New Document
" = Required Figlds

Contract Number Dallvery Order CAGE Code / Ext. Pay DoDAAC

FRoE0205C0050 0HB52 F25700
Search Fon

livaica No.
™ Lemplate I

# fgtive Documents  © Archived Documents
Select Document to Create: *

e
< & Ippoice ag 2in-1 (Semices Only)

Construction Payment [rice

Cognmmeral llarm Finane iy
Performance Bazed Payment
Progress Payment

Huecurang Rupue

Irtvoice and Recening Repon (Combo)

5 0 5 D a5 0

Cost Youcher (FAR 52.216-7, 52.216-13, 52 216.14, 52.2327)

Continue | _ Heturn |  Reset | Page Help|

Note: Determine the method with which you populate the data

in the 2-in-1.

You have two choices:

1. Create a new 2-in-1 (continue on step nine).
2. Create a 2-in-1 from template; refer to “Creating a
Document Using a Template™ section for a detailed procedure.

10

Click Continue.

Continued on next page
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Entering Contract Information, Continued

Procedure (continued)

Step Action
11 | Enter in all required fields, if not pre-populated from EDA. Enter
optional fields if required per contract.

Create New Document
" = Required Fields, Date = Y¥YYYMMWMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO8E0305C0050 OHES2 F25700

Issue Date IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext.
| | [HCT001 1 |

Service Acceptor =/ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.
[fug417 | | | | |

Document Selected:

Invaice as 2-in-1 (Services Only)

Continue | Return | Regset | Page Help|

Note: WAWF-RA electronically routes the document based on
the location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

12 | Click Continue.

Result: You are now on the Header Tab
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Description of WAWF Tabs

Introduction

The only 2 tabs that are mandatory in WAWF-RA are the Header tab and the

Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following section
all tabs that are displayed on the 2-in-1 document.

’_( Headar

| Addresses | Discounts | Mark For | Comments | Line ltem |  Pack

Y Misc. Amounts)

Description of
tabs

The table below describes each of the tabs found in WAWEF.

Tab Name Description
Header The Header Tab is the first tab used on a WAWF-RA document. It
(mandatory tab) contains, “First page”, information such as shipment number/dates,
invoice number/dates, and other information required by an “*” in fields
listed on your particular document.
Address Tab The Address Tab lists all of the mailing addresses that correspond to the

DoDAACs/CAGE Codes that were used when creating the document.

Discount Tab

The Discount Tab allows you to add a discount on your invoice.
Vendors offering cost effective discounts should receive payments
within the given invoice discount period.

Mark For Tab

The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your
contract...

Comments Tab

The Comments Tab provides you a field to enter additional comments
on your document.

Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. The Initiator details his/her request for

(mandatory entry)

payment and material/services that are provided based on his/her
contract.

ACRN

The ACRN Tab is for those contract that cite more than one acrn per clin

uibD

UID is a new globally unique "part identifier" containing data elements
used to track DoD parts through their life cycle. UID Data is encoded
into Data Matrix symbols that are applied to parts using Direct Part
Marking processes (DPM). The DoD has moved to this transformation
technology to facilitate electronic data capture and transmission.

Milstrip

The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all
parts is to be reported as part of the Line Item.

Continued on next page
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Description of WAWF Tabs, continued

Description of tabs (continued)

’_( Header Y Addresses Y Discounis Y Mark For T Comments Y Line liem T Pack YMisc. Amuntﬂ

Tab Name

Description

Pack

The Pack Tab is used to enter Radio Frequency Identification (RFID).
RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated
into a product, animal, or person. RFID tags contain antennas to enable
them to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas
active tags require a power. (For additional information regarding Pack,
click the following link: http://www.acq.osd.mil/log/rfid/index.htm).

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in
WAWEF-RA. The Misc. Info tab provides you a complete document
history on all documents created against your contracts. Here you will
find information such as Invoice receipt dates, acceptance dates, and
contact information for any one that has taken action on your
documents. This is also where you add attachments to you documents.
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Completing the Header Tab

Procedure Follow the steps below to complete Header Tab.

Step Action
1 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field

|~ Header

Data Capture - Invoice 2-in-1 {(Services Only)

I' = Required Fields, Date = YYYY/MM/DD [%

Contract Number Delivery Order Issue Date

FO960305C0050

Shipment No. Shipment Date  Final Shipment? Invoice No.* Invoice Date* Einal Invoice?
N [osEni [zo0s /08117 I

Document Total:

$0.00

Currency Code

ush 7

Create Documentj _ Return | Page Hel|

Note: If your Pay Office isa MOCAS Pay Office the shipment
number will be prefix with SER.

2 Verify whether or not this is a Final Shipment and annotate as
such in the Drop Down Menu.

Result: Header information complete.
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Adding a Discount

Introduction WAWEF allows Vendors to apply discounts to Invoices during document
creation. These discounts are at the Document level and not the Line Item
level. Documents are displayed with the Invoice / Invoice Received date in
red and are preceded with a "D," when a discount amount or discount
percentage entered, is greater then zero.

Procedure Follow the steps below to add discounts.

Step Action
1 Click on the Discount tab.

B

Mot Days Actions

[JPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO SUBMIT.

Note; Based on the Pay Office selected you may have several
options. In this procedure we will use “Discount Percentage”
and “Due Days”.

]
Click on the Add icon G under Action.
3 Enter the “Discount Percentage” and “Due Days”.

Add Discount

" = Required Fields

Discount Percentage * Due Days *

1 % 10

Save Discount | Return | Puis HB|E|

4 Click Save Discount.

Result: Document Level Discount Terms screen opens.
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Completing the Line Item Tab (adding CLIN)

Procedure Follow the steps below to complete Header Tab and Line Item Tab.
Step Action
1 Click Line Item tab.
2

o
Click the Add icon & under the Actions heading to enter the
first line item.

[~ Header | Addresses | Discounts | Commenis | Line Item |Misc. Amounis

Line ltem Details:

Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions

=
=

Result: The Add CLIN/SLIN screen opens.

3 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field
(please refer to your contract).

; TENEde Acea Wodkflogm s . =

CLINTBLIN ACRNS

lAdd CLIN/SLIN
" = Required Fields

ltem No.*  Stock Pant Ho. * Typa ty. Shipped *

Unkt*  Unit Price *
o [rone [EN - Sanal Humber El [5& Ea s [
SDH ACRN Amount
sfiizo00
Deseripti
s |
=
"U' Chlin/S1n l i'l"’\ I L n H =I

Note: Based on the payment office DODAAC different tabs may

appear. In this example the CLIN/SLIN and ACRN tabs are
displayed.

Continued on next page
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Completing the Line Item Tab (adding CLIN), continued

Procedure (continued)

Step Action

4 Click Save CLIN/SLIN.

5 Add additional Line Item Numbers if necessary by repeating steps
2-4.

[~ Header Y Addresses Y Discounts Y C Y Line item [Misc. Amounts)

Line Item Details:
At least one Line ltem is required

Item No. Stock Part Ho. Type OQty. Invoiced Unit UnitPrice Amount Actions

oot none SN 0 EA $10 sg0000 £ T B
&
Page Hel|
IUPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
ISUBMIT.

Notel: The fsymbol you can click on to edit your previously
entered line item number.

Note 2: The U]symbol you can click on to delete your previously
entered line item number.
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Adding an Attachment

Introduction If supporting documentation is to be attached (i.e. spreadsheets, expense
receipts, etc) you can add it to a WAWF-RA document.

Procedure Follow the steps below to add an attachment.

Step Action
1 Select “Misc. Info” tab. At the top of the page before submitting
the receiving report.

!i i!"" !W@ Area Workél - 4
= s = o
|~ Header | Lineltem Y Addresses [| Misc Info ) \
1 7
* = Required Fields
Contract Number Delivery Order Issue Date F Supplies
DAABO797DEEDS o4 2004/08/02 ™ Benices
Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point I coc
12575878 20040719 Y D D I &rP
B/L Number TCN First Line Haul Mode Gross Weight FOB
D
Summary of Detail Level Information Total
2 CLIN/SLINGs) $4 £10.10
Invoice Number Invoice Date Final Invoice
15KJ6 20040802 [% Y
Routing Information:

2 Click the Add icon next to the “Attachments” drop down box as
shown below.

Attachments: %ﬂ

Result: A Form Attachments screen is displayed.

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step

Action

3

Click Browse on the Attachments page to search for document to

attach.

Form - Attachments

Pick up a file to attar:hl @

Snntinno' Return | Fagoﬂcln

Result: A Chose File screen opens.

Click on the down arrow on the “Look in:” line and choose the
File dialog box to indicate the drive and directory where the

attachment is currently filed.

Choose file |
Laokin: | 3 Program Files F «@mckE-
|1 Accessories 1 JawvaSoft [ 1TestLogsa8
-1 Adaptac Camicrosoft fml%page CATivnli
|1 Adobe O Microsoft Office C1Uninstall Info
|- BizFlow CaNawnt T
|0 Citrix Cnetheeting Cwwindows Met
|1 Common Files Canetscape Cawvindows keg
|- ComPlus Applications [ 0racle Chwwindows NT
-1 Data Access CJ0utlook Express DWlep
-aDel CAPhotaOp Caws_FTP
| directx CJPureEdge =] DESKTOP.IN
[ lInstallShisld Installation Information 1 Symantac ﬂD\g\la\_ 3564 lyse.
| dintel 1Synaptics | FOLDER.HT
I=1iInternet Explorar LA TechSmith @mpﬂ exe
| | |
File name I\ j Open I
Files of type: IAH Files (**) j Cancel |
2

Select document to attach by highlighting and click open or

double click on the highlighted file.

w -

oMo -

I Attachments

Gontinus | _ Retwrn | Page Help)

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step

Action

6

Click Open.

Note: Path to document is displayed in the dialog box

Click Continue.

W Ae UediaE %

Wide Higa Woikliow |

Customer Support

1-865-518-5588
DEN: 388-T025

UserlD: GovAcc30
Home / Log Out
My Profile Malnisnance
Add Additional Role
Ll Accaptor
Greate Receiving Report
Becoss Acceptance | old:

Accoss Histary Falder by
DafAAC

Aecoss Histary Folder by
Usar

Ao Acceptance Hold
Falder

£ 3

Plck up a fils 1o

Form - Attachments

attach C\Docurnents and Setings\Shan Swongerdhy Docur [ Browse

Tp—

Verify that document is displayed in Attachments: drop down

menu.

Atachments: i3 TS

Iments:
WA flow.doc

Note: You may repeat these steps to attach additional
documents. Each file should not exceed 2 MB of data.
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Creating the Document

Procedure Follow the steps below to complete the process of creating a document in
WAWEF.
Step | Action

1 Click on the Header tab after entering all the information.
2 Scroll down to the bottom of screen. Click Create Document.

L[~ Header | Addresses Y Discounts Y C Y Line liem YMisc. Amounis)

Pata Capture - Invoice 2-in-1 {(Services Only)
= Required Fields, Date = YYYYMM/DD

Contract Number Delivery Order Issue Date

FO960306C0050

Shipment No. Shipment Date  Final Shipment? Invoice No.* Invoice Date* Final Invoice?

[NE] [osEDT? [zo0s/m8/17 [nE

Document Total:

$1,120.00
[Currency Code

uso

Result: The Created 2-in-1 Invoice screen opens.
3 When finished, click the Header tab to create the document.

Continued on next page
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Creating the Document, Continued

Procedure (continued)

4

Step |

Action

Verified information is correct. Scroll down to the bottom of

screen. Click Submit.

-Eim. de Rica Workflowm . =

,J Headar

1_Line item ACRN3

Y Misc_info |

Contract Humbar
FOoE0205C0050

Invoice Humber
QsEnm?

Summary of Detall Level Information
1 CLNASLINGS)

u Miscellaneous Amouridis)

Shipment Humber
QOSENT

Imvolce Date

20054817

INVOICE 2-in-1

* = Required Figlds

Delivery Ordar

Final Involce

Shipment Date
20050817

Issue Date

M 2o

Final Shipment

Invoice Recehved Date

Total

12000
.00
s10m

IRnuting Infasmation:

Prime Contractor
CAGE Code: UHB3Z  Extension:

Name: CACI INTERNATIONAL INC
Service Acceptor

Code: FIH417  Extenslon:

Name: FU4417 16 CS SCEBBE ECO DRA 2600

Administered By
DoDAAL: HCTOUT

Mame: DISA INTERNAL SUPPORT BRANCH
Payment Official

DoDAAC: F25700

Mame: ACCTG DISB STA HR 525700
@ _Betun ) page i)

Continued on next page
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Creating the Document, Continued

Procedure (continued)

Step Action
5 Confirm that you have received a message that your document
has been created successfully.

lhe Invoice 2.in-1 (Services Only) %s been submitted successfully.

Contract Number Delivery Order Shipment Number Invoice Number

FOS60305C0050 OSEMT OSEMT

Email sent to Acceptor wawf_undeli@@ecedi nit disa mil
Email sent to Vendor wawf undel@ecedi nit. disa.mil

Send More Email Notifications

Return l Pnﬁs J;[aIEl

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract; refer to
“Add Additional Emails” section for a detailed procedure.
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Overview

Introduction

Receiving
Report
Workflow

In this section

Section D — Creating a Receiving Report

The Receiving Report (also called a Stand-Alone Receiving Report or
Materially Inspected Receiving Report MIRR) is created for direct
submission to the Government Inspector and/or Acceptor listed on the
contract. It submits the same information that would otherwise be submitted
in a paper DD250, DD1155 or SF1449.

A Receiving Report must be associated with an Invoice in the WAWF System
for the Payment Office to approve payment.

This section contains the following topics.

Topic
Loading Contract Information
Description of WAWEF Tabs
Completing the Header and Line Item Tab
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Loading Contract Information

Procedure Follow the steps below to complete contract information

Step Action
1 Logon to Wide Area Workflow.

2 Click on the [+] symbol next to Vendor section of the sub menu in
the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

;

< [z] Yendor

Result: Your drop down features will appear.
3 Click Create New Document

-] Yendor
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
4 Enter all required fields. Enter optional if required per contract.
Everything that has an asterisk (*) is a required field.

Create New Document
= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. *

NHES2

[FOg60305C0050 [

_Qnrllinusl Reset | Page ﬂale|

[

Note: Although the Delivery Order field is optional in WAWF-
RA, it may be required by your contract, if your contract has a
delivery order number you must enter it in the WAWF-RA
otherwise leave field blank.

5 Click Continue.

6 e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e |f the contract is located in the EDA system, then the WAWF-
RA system would will pre-populate certain location code fields
(DoDAAC) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order Cppm -
Microsoft Internet Explorer ﬂ

FOSBU305C0050 g & The contract data is not available in DoD EDA.

Flease enter contract information,

Continue |  Return | Res Click the Return button to enter a different Contract Number
or continue creating the document.

Click OK.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
7 Enter the “Pay DoDAAC” from your contract if not pre-populated
from EDA.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC =

FOSE0305C00a0 OHBEsZ ITEE?DU

_anlinuel‘_ﬂaturn [ Resel | Page ﬂalel

8 Click Continue.
9 Select Receiving Report.

Note: Determine the method with which you populate the data in
the Receiving Report.

You have two choices:

1. Create a new Receiving Report from scratch
(continue on to step nine).

2. Create a Receiving Report from template; refer to
“Creating a Document Using a Template section for a detailed
procedure.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step

Action

10

Select “Inspection” and “Acceptance” points according to your
contract.

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
FO9B0305C0050 OHBS2 F25700
Search For:
Shipment No.

T Template l—

@ Active [oF:Y d

Select Document to Create: *

0 Invoice

0 Invoice a3 2-in-1 (Services Only)

€ Construction Payment Invoice

€ Commercial kem Financing

O Performance Based Payment

©  Progress Payment

& Receiving Report Inspection: [Source =] Acceptance: [Source 1] ram Invoice
0 Invoice and Receiving Report (Comy

' Cost Youcher (FAR 52.216-7, 52.216-13,
Reference:

Source to Source is a one step process. The same person may
inspect and accept. Source/Source workflow

Source to Destination is a two-step process. One person may
inspect, and another person will accept. Source/Destination workflow

Destination to Destination may be a one-step or two-step process
(depending on contract).Destination/Destination workflow

Other permits the receipt of items at a location other than Origin
or Destination; I.E. a third party location as listed on the
contract. The goods or services will be shipped to a location
named in the contract and final acceptance may occur at
destination.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
11 Enter all required fields, if not pre-populated from EDA. Enter
optional if required per contract.

Create New Document
[ = Required Fields, Date = YYYYMWIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO960305C0050 OHBS2 F25700

Issue Date IssueBy DoDAAC Admin DoDAAC = InspectBy DoDAAC / Ext. Mark For Code / Ext.
[ [ [FcTan [ [

Ship To Code =/ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext.

|HC1 001 [ [ | | [

Document Selected:

Receiving Report  Destination Inspection / Destination Acceptance

Continue | Return | Reset | Paie ﬂaIB'

Note: WAWF-RA electronically routes the document based on
the location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

12 Click Continue.

Result: You are now on the Header Tab.
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Description of WAWF Tabs

Introduction The only 2 tabs that are mandatory in WAWF-RA are the Header tab and the
Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following section
all tabs that are displayed on the 2-in-1 document.

’_( Header | Addresses | Discounts | Mark For Y Commenis Y Line ltem |  Pack Y Misc. Amounts)

Description of  The table below describes each of the tabs found in WAWEF.
tabs

Tab Name Description
Header The Header Tab is the first tab used on a WAWF-RA document. It
(mandatory tab) contains, “First page”, information such as shipment number/dates,

invoice number/dates, and other information required by an “*” in fields
listed on your particular document.

Address Tab The Address Tab lists all of the mailing addresses that correspond to the
DoDAACs/CAGE Codes that were used when creating the document.
Discount Tab The Discount Tab allows you to add a discount on your invoice. Vendors

offering cost effective discounts should receive payments within the given
invoice discount period.

Mark For Tab The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your

contract.
Comments Tab The Comments Tab provides you a field to enter additional comments on
your document.
Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. The Initiator details his/her request for
(mandatory entry) payment and material/services that are provided based on his/her contract.
ACRN The ACRN Tab is for those contract that cite more than one acrn per clin
uiD UID is a new globally unique "part identifier" containing data elements

used to track DoD parts through their life cycle. UID Data is encoded into
Data Matrix symbols that are applied to parts using Direct Part Marking
processes (DPM). The DoD has moved to this transformation technology
to facilitate electronic data capture and transmission.

Milstrip The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all parts
IS to be reported as part of the Line Item.

Continued on next page
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Description of WAWF Tabs, continued

Description of tabs (continued)

’_( Header Y Addresses Y Discounis Y Mark For Y Comments Y Line liem Y Pack YMisc. Amuntﬂ

Tab Name

Description

Pack

The Pack Tab is used to enter Radio Frequency Identification (RFID).
RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated into
a product, animal, or person. RFID tags contain antennas to enable them
to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas active
tags require a power. (For additional information regarding Pack, click the
following link: http://www.acg.osd.mil/log/rfid/index.htm.)

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in WAWF-
RA. The Misc. Info tab provides you a complete document history on all
documents created against your contracts. Here you will find information
such as Invoice receipt dates, acceptance dates, and contact information
for any one that has taken action on your documents. This is also where
you add attachments to you documents.
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Completing the Header and Line Item Tab

Procedure Follow the steps below to complete Header Tab.

Step Action
1 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field

i w Arga Workflow . =

|~ Hesdar Y I Mark For | Y Linelism |  Pack ik

Data Capture - Receiving Report
[ = Required Fields, Dale = YYYMMDD

Contract Number Delivery Order Issue Date Inspection Paint Acceptance Point

FORG030500050 D [ @ Supplies © Sardces

Shipmant Ho.* Shipment Date®  Estim. Einal Shipment?

[rECn [eonsmarzz [ [ |

Government 0L Numbar ICH Gross Weight EOD

| I [ |

Firsd Line: Haul Blode Document Total:
mll = i

Currancy Code

USD =

Greats Docamanty _ faturn | Pags Help|

=l

2 Verify whether or not this is a Final Shipment and annotate as such
in the Drop Down Menu.

Result: Header information complete. We will proceed to Line
Item Tab.

]
Click the Add icon & under the Actions heading to enter the
first line item.

[~ Header | Addresses | Discounts | Commenis | Line Item |Misc. Amounis

Line Item Details:

Item No. Stock Part Mo. Type Oty. Shipped Unit Unit Price Amount Actions

=

Result: The Add CLIN/SLIN screen opens.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step Action

4 Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field
(please refer to your contract).

[l == Ei% Arca lﬂmkﬂ% N
c CLINIGLIN | __ACRHs uio MILETRIP
!'{|jAdd CLIN/SLIN
U || =Requred Felds
k|| Item Ho. *  Stock Part Ho., * Type * Oty. Shipped *  Unit*  Unit Price
o || [SN=Senl Nusmber | [ Eal s o |
B || SON ACRN GFE?  Malyice Code Amoun i
L ——— - Y = —
i Description =
] =
i
£
£}
=
Save ClinfSlin_§ _ Ruturn | Page Help |
"

Note: Based on the payment office DoODAAC different tabs may
appear. In this example the CLIN/SLIN and ACRN tabs are
displayed.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step Action
5 Add additional Line Item Numbers if necessary by repeating steps
1-3.
Header Addresses Mark For Comments Line Item | Pack )

Line Item Details:
Bt least one Line ltem is required

Item No. Stock PartNe. Type Qty. Shipped Unit Unit Price Amount UID Actions

0oo1 na SN 8 EA s70 gse000 N A1
=
Page Help |

HUPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

Notel: The fsymbols you can click on to edit your previously
entered line item number.

Note 2: The lIlsymboIs you can click on to delete your previously
entered line item number.

6 Enter any additional information on any optional tabs required for
the Receiving Report.

After completing all necessary tabs return to “Header Tab”.
7 Click on the Header tab after entering all information.
8 Scroll down to the bottom of the screen. Click Create Document.

BT -
N e Ui B o
| [~ Hasaer 1 Y Mars Far Y Y L em Y rack )

Data Capture - Receiving Report

Required Fields, Date = WYAMMDD

Contract Number Delivery Order lssue Date  Inspoction Polnt Acceptance Point

o] 0 & Supplies T Services

Shipment Date”  Estim. Einal Shipment?

Foosmarze i) =

TCN Grass Waight EOB
[ I [ [FH
First Line Haul Mode Documant Total:
I = s0.00
i Cutranc oy Coda
Greate Documant J _Betirn | Page Haip|
=1

Result: The Created Receiving Report screen opens.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step Action
9 Verify information is correct. Scroll down to the bottom of
document. Click Submit.

— g W@ Arga Workflowy . =
= 4 . . -~ s
Addresses
RECEIVING REPORT
* = Required Fields
Contract Number Delhvery Drder tezue Date
FOAG0305CO050
Shipment Number Shipmueni Date Final Shipment Inspection Point Aceeptance Point reoc
ARICD2 A0A0ANE N ] s Fare
B/L Humber TCH First Line Haul Moda Gross Waight FoB
Summary of Detail Level Information Total
CLINASLINGS) w|nm
Invoice Humbar Invoica Date Final Imvoice
ADCo2 20050410 M
touting Information:
Prime Contractor Administered By
| | CAGE Code: DHB5Z  Extenslon: DoDAAC: HC100
Hame: CAC| INTERNATIOMAL INC Hame: DISA INTERNAL SUPPONT BRANCH
Inspect By Ship To
DoDAAC: SDS12A  Extension: Code: FU4T  Extension:
Hame: DCMA VAN NUYS Hame: FU4417 16 CS SCBBE ECO DRA 2800

Payment Official
DoDAAC: 25700
Hama: ACCTG DISB STA NR 525700

| Eubmit | ) Return Brint ‘ Bage Hll:'

Note: Now you can add any needed attachments if applicable;
refer to page 74 “Adding an Attachment” section for a detailed
procedure.

10 | Confirm that you have received a message that your documents
have been created successfully.

Note: You have the capability to send more emails to users who
are not in the workflow; Refer to “Add Additional Emails”
section for a detailed procedure.
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Overview

Introduction

Two forms

Direct Bill

Section E - Creating a Cost Voucher

This section explains how to create a Cost Voucher. There are three types of
voucher documents:

¢ Interim Direct Bill Cost VVoucher
¢ Interim Non-Direct Bill Cost VVoucher
e Final Cost Voucher.

This guide covers the Direct Bill Cost VVoucher.

Each type of voucher comes in two forms:

Interim:

e Can be DIRECT BILL in which it is routed directly to the Payment
Office (via an LPO if there is one).

e Can be NON-DIRECT BILL in which the Inspector/ DCAA Auditor
takes action before it is routed to the Payment Office (via an LPO if
there is one).

Final:

e The Service Approver/Acceptor takes action before it is routed to the
Payment Office (via an LPO if there is one). The DCAA
Auditor/Inspector does not take action.

The DIRECT BILL will have the word "Direct” in the title.
The NON-DIRECT BILL will have the word "Interim" in the title.
The FINAL will have the word "Final" in the title.

DIRECT BILL vouchers are created with the same steps as the NON-DIRECT
or FINAL vouchers.

The voucher will route as DIRECT BILL if your Cage Code has been approved for
DIRECT BILL.

DIRECT BILL requires prior DFAS approval.

The first step to setting up DIRECT BILL for your Cage Code is to contact the
WAWE Customer Service Center Ogden.

Continued on next page
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Overview, Continued

Direct Bill You can determine if your CAGE Code is authorized to create DIRECT BILL
Authority Look  Cost Vouchers.
Up

Open the Direct Bill Authority Look Up on your Vendor Menu. Upon typing your

registered CAGE Code, the screen will display a response of AUTHORIZED or
NOT AUTHORIZED.

WAWF Direct Billing CAGE Code

CAGE Code: ]

Enter valid CAGE Code to determine if it is authorized for direct billing.
Partial entries are NOT acceptahle™

WAWF Direct Billing CAGE

CAGE Code 1M3W0 is AUTHORIZED for direct billing for your Vendor role.

Direct Bill
workflow

Continued on next page
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Overview, Continued

In this section

This section contains the following topics.

Topic

Loading Contract Information

Description of WAWEF Tabs

Completing the Header and Line Item Tab
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Loading Contract Information

Procedure Follow the steps below to complete contract information.

Step Action
1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the submenu in

the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[+] Yendor

Result: Your drop down features will appear.
3 Click Create New Document.

-1 ¥Yendor

Create New Document
isc. P ay

Create

View Yendor Documents

Access Rejected Beceiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step

Action

4

Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document
[ = Required Fields

Contract Humber * CAGE Code/Ext. *

Delivery Order

|F[IEIEEI3EIEC[I[|5EI

@scl | Page Help|
[

Note: Although the Delivery Order field is optional in WAWF-RA,
If your contract has a delivery order number you must enter it in
WAWEF-RA otherwise leave field blank.

Click Continue.

e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e |f the contract is located in the EDA system, then the WAWF-
RA system would will pre-populate certain location code fields
(DoDAAC) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order G T
Microsoft Internet Explorer ﬂ

FOSE0305C0050 C 2

Continue Return Res
EESTnIeN] EREEIToN) SR

The contract data is not available in Dol EDA.
Pleass enter contract infarmation,

Click the Return button ko enter a different Contract Mumber
of continue creating the document.

Click OK.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step | Action |
7 Enter the “Pay DoDAAC” from your contract if not pre-populated
from EDA.

Create New Document

" = Required Fields

Contract Mumber Delivery Order CAGE Code / Ext, Pay DoDAAC *
FOSE0305C0050 OHBE2 If25?DD

Continue | Return | Reset | Pl!s HB|E|

8 Click Continue.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
9 Select the Cost VVoucher button.

=

I
LILAL

Create New Document
[F = Required Fields

Contract Numher Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9B030500050 OHBs2 F25700
||| search For:

I Woucher No.

j ™ Template 7

J ® Active D " Archived D

j Select Document to Create: *

]| o mvoice

| invoice as 241 (Senices Only)

j Construction Payment Ivaice

Commercial ltem Financing

Progress Payment

&
-
€ Performance Based Payment
o
 Receiving Report

o

Invoice and Receiving Report (Cambo)

@ Cst Woucher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7) Einal Woucher|N =

Gontinue | _ Return | _ Resst | Page Help|

Note: Determine the method with which you populate the data in
the 2-in-1.

You have two choices:

1. Create a new Cost Voucher (continue on step nine).

2. Create a Cost Voucher from template; refer to “Creating a
Document Using a Template” section for a detailed procedure.
10 | Click Continue.

Continued on next page
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Loading Contract Information, Continued

Procedure (continued)

Step Action
11 Enter in all require fields, if not pre-populated from EDA. Enter
optional fields if required per contract.

Create New Document
I = Required Fields, Date = ¥¥YIMMIDD

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9E0305C0050 OHEE2 F25700
Issue Date IssueBy DoDAAC Admin DoDAAC = DCAA Audijtor DoDAAC =/ Ext.
| [ [Fc1n01 HaA4TF

Service Approver */Ext.  LPO DoDAAC / Ext.
[HCTa0 | | |

Document Selected:

(Cost Woucher

Continue | Return | Reset | P:is HB|E|

ks

Note: WAWF-RA electronically routes the document based on
the location code (DoDAAC/CAGE) fields, so make sure the
information is accurate according to the latest contract
information.

12 | Click Continue.

Result: You are now on the Header Tab
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Description of WAWF Tabs

Introduction The only 2 tabs that are mandatory in WAWF-RA are the Header tab and the
Line Item tab. All other tabs are optional but may be required by your
contracts specific invoicing instructions. We will list in the following section
all tabs that are displayed on the Cost VVoucher document.

’_( Header | Addresses | Discounts | Mark For Y Commenis Y Line ltem |  Pack Y Misc. Amounts)

Description of  The table below describes each of the tabs found in WAWEF.
tabs

Tab Name Description
Header The Header Tab is the first tab used on a WAWF-RA document. It
(mandatory tab) contains, “First page”, information such as shipment number/dates,

invoice number/dates, and other information required by an “*” in fields
listed on your particular document.

Address Tab The Address Tab lists all of the mailing addresses that correspond to the
DoDAACs/CAGE Codes that were used when creating the document.
Discount Tab The Discount Tab allows you to add a discount on your invoice. Vendors

offering cost effective discounts should receive payments within the given
invoice discount period.

Mark For Tab The “Mark For” tab provides you a field to enter supplemental shipping
addresses and can be used anytime a shipment needs forwarded to a
location other the “delivery address” located on the first page of your

contract.
Comments Tab The Comments Tab provides you a field to enter additional comments on
your document.
Line Item The Line Item Tab is where your enter your detail billing information
(mandatory tab) based upon your contracts line item information.
CLIN/SLIN CLIN/SLIN level information. The Initiator details his/her request for
(mandatory entry) payment and material/services that are provided based on his/her contract.
ACRN The ACRN Tab is for those contract that cite more than one acrn per clin
uiD UID is a new globally unique "part identifier" containing data elements

used to track DoD parts through their life cycle. UID Data is encoded into
Data Matrix symbols that are applied to parts using Direct Part Marking
processes (DPM). The DoD has moved to this transformation technology
to facilitate electronic data capture and transmission.

Milstrip The MILSTRIP Number is a government-assigned number used to
identify a specific piece of material. The MILSTRIP Number for all parts
IS to be reported as part of the Line Item.

Continued on next page
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Description of WAWF Tabs, continued

Description of tabs (continued)

’_( Header Y Addresses Y Discounis Y Mark For Y Comments Y Line liem Y Pack YMisc. Amuntﬂ

Tab Name

Description

Pack

The Pack Tab is used to enter Radio Frequency Identification (RFID).
RFID is an automatic identification method, relying on storing and
remotely retrieving data using devices called RFID tags or transponders.
An RFID tag is a small object that can be attached to or incorporated into
a product, animal, or person. RFID tags contain antennas to enable them
to receive and respond to radio-frequency queries from an RFID
transceiver. Passive tags require no internal power source, whereas active
tags require a power. (For additional information regarding Pack, click the
following link: http://www.acg.osd.mil/log/rfid/index.htm.)

MISC Amounts

The MISC Amounts tab allows you to enter miscellaneous charges,
credits, and taxes, if authorized under your contract.

Misc. Info.

Misc. Info. Tab appears after you have created your document in WAWF-
RA. The Misc. Info tab provides you a complete document history on all
documents created against your contracts. Here you will find information
such as Invoice receipt dates, acceptance dates, and contact information
for any one that has taken action on your documents. This is also where
you add attachments to you documents.
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Completing the Header and Line Item Tab

Procedure Follow the steps below to complete Header and Line Item tab for the Cost
Voucher.

Step Action
1 Enter in all required fields. Enter optional fields if required per
contract.

i ‘m Rrea Workflow . =

| [ Headar | Addresses Y Discownts | Comments | Line item TMisc. Amounts]

Data Capture - Cost Voucher
" = Required Fields, Date = YWY iIMMIDD

Contract Humber Dellvery Order Issue Data

FO960305C0050
Vaucher No.” Voucher Date™  Final Voucher?
RBCOT 20050817 N
Vendor Invoice Number Service Start Date ”  Serview End Date *
= [praszt [oagmzsan [38]
Government B/L Humbar Task Order Documaent Total:
| $0.00
Custency Codee

usD ke

Grents Document) _Return | Pags Help)

Note: If the Payment Office is a MOCAS pay office the Voucher
Number will be prefix with BVN.

2 Verify whether or not this is a Final Voucher and annotate as such
in the Drop Down Menu.

Result: Header Information complete. We will proceed to Line
Item Tab.

]
Click the Add icon E under the Actions heading to enter the
first line item.

[~ Header | Addresses | Discounts | Commenis | Line |tem |Misc. Amounts

Line Item Details:

Item No. Stock Part No. Type Oty. Shipped Unit Unit Price Amount Actions

=
]

Result: The Add CLIN/SLIN screen opens.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step Action
4 Enter in all require fields. Enter optional fields if required per
contract (please refer to your contract).

i 'Nc?é Arga Workflow, . =

Add CLIN/SLIN

[ = Required Fislds
ftom Ne, = Stock Part Ho. Type * Qry. lnveiced = Unit®  Unis Prics
[iaan frone [~ Senal tumber = [i@ [~ s o
500 ACHN Amount
| s[Eoo 00

Denciiption

Beve CuniStin § __RAeturs | Fage tisip]

Note: Based on the payment office DoDAAC selected different
tabs may appear. In this example the CLIN/SLIN and ACRN
tabs are displayed.

5 Click Save CLIN/SLIN.

6 Add additional Line Item Numbers if necessary by repeating steps
1-3.

Header Addresses Discounts Comments Line Item [Misc. Amounts}|

Line Item Details:

At least one Line ltem is required

Item No. Stock PartNo. Type Qty. Invoiced Unit UnitPrice Amount Actions

0001 none SN 80 EA $10 seo000 £ 10 Y
=

Page Hel

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
[SUBMIT.

Notel: The si?symbols you can click on to edit your previously
entered line item number.

Note 2: The lIlsymboIs you can click on to delete your previously
entered line item number.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step Action

7 Enter any additional information on any optional tabs required for
the Cost Voucher.

8 Click on the Header tab after entering all the information.
9 Scroll down to the bottom of the screen. Click Create Document.

i T lide Arge Workilowr . =

rj' Haader | Addresses | Discounts | Comments | Line item [Misc. Amounis]

[ )]

Data Capture - Cost Voucher
" = Required Fields, Date = YWY iIMMIDD

Contract Humber Dellvery Order Issue Data

FO960305C0050

Vaucher No.” Vaoucher D™ Final Voucher?

RBCOT 20050817 N

Veendur Invoice Number Servive Start Date*  Service End Date =
wl [praszt [oagmzsan [2E]

Govarnment B/L Humbar Task Order Document Total:

3000
Cusreney Cude

usD ¥

Create Dacument) \ Return | Page Help|
L=l

Result: The Created Cost VVoucher screen opens.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step

Action

10

Verified information is correct. Scroll down to the bottom to the
screen. Click Submit.

i Tlide Arge Workllowr s . =

r! Hoadar [ Line item | ACENs | 1 misc. inte |

COST VOUCHER (DIRECT BILL)

" = Renuired Ficlds

Cantract Humber

Delivery Order lesue Date
FOAG030ECO050
Woucher Numbes Woucher Date Final Voucher Invoice Received Date
ARCIN AMBAEAT TRAEN?
Wendor Imwice Number Service Start Date Service End Date

ANBAIAN

ANBAT A
BIL Number Task Order
Summary of Detall Level Information Total
| CLNSLM(S) $800,00
1] Mizcelisneous Ameurtis) .00
0.0

Houting Information:

Prime Contractor Administered Hy

CAGE Code: DHBSZ  Extension: DoDAAL: HOWM

Hame: CACI INTERNATIOMAL INC

Hame: DISA INTERNAL SUPPORT BRANCH
DCAA Auditor

Service Approver

DoDAAC: HAMPF  Extension: Code: HCI00M  Extension:

Hame: DCAA FAIRFAX BRANCH OFFICE

Hame: DISA INTERNAL SUPPORT BRANCH
Payment Officlal

DaDAAC: F25700

Name: ACCTG DISB STA N 525700

Submit | slurn Page H!IE|

Note: Now you can add any needed attachments if applicable;
refer to “Adding an Attachment” section for a detailed

procedure.

Continued on next page
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Completing the Header and Line Item Tab, Continued

Procedure (continued)

Step Action
11 | Confirm that you have received a message that your document has
been created successfully.

e Cost Voucher has heen submitted successfully.

Contract Number Delivery Order Youcher Humber

7/ \

FO360305C0050 ABCO1

Email sent to Vendor wawf_undel@ecedi nit.disa.mil
Email sent to Pay Official. wiawf_undelf@ecedi nit.disa.mil

Bend More Email Notifications

Return ' Paisﬂalei

Note: You have the capability to send more emails to users who
are not in the workflow; Refer to “Add Additional Emails”
section for detailed procedure.
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Adding an Attachment

Introduction If supporting documentation is to be attached (i.e. spreadsheets, expense
receipts, etc) you can add it to a WAWF-RA document

Procedure Follow the steps below to add an attachment

Step Action
1 Select “Misc. Info” tab. At the top of the page before submitting
the receiving report.

!i i!"" !W@ Area Workél - 4
= s = o
|~ Header | Lineltem Y Addresses [| Misc Info ) \
1 7
* = Required Fields
Contract Number Delivery Order Issue Date F Supplies
DAABO797DEEDS o4 2004/08/02 ™ Benices
Shipment Number Shipment Date Final Shipment Inspection Point Acceptance Point I coc
12575878 20040719 Y D D I &rP
B/L Number TCN First Line Haul Mode Gross Weight FOB
D
Summary of Detail Level Information Total
2 CLIN/SLINGs) $4 £10.10
Invoice Number Invoice Date Final Invoice
15KJ6 20040802 [% Y
Routing Information:

2 Click the Add icon next to the “Attachments” drop down box as
shown below.

Attachments: %ﬂ

Result: A Form Attachments screen is displayed.

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step

Action

3

Click Browse on the Attachments page to search for document to

attach.

Form - Attachments

Pick up a file to attar:hl @

Snntinno' Return | Fagoﬂcln

Result: A Chose File screen opens.

Click on the down arrow on the “Look in:” line and choose the
File dialog box to indicate the drive and directory where the

attachment is currently filed.

Choose file |
Laokin: | 3 Program Files F «@mckE-
|1 Accessories 1 JawvaSoft [ 1TestLogsa8
-1 Adaptac Camicrosoft fml%page CATivnli
|1 Adobe O Microsoft Office C1Uninstall Info
|- BizFlow CaNawnt T
|0 Citrix Cnetheeting Cwwindows Met
|1 Common Files Canetscape Cawvindows keg
|- ComPlus Applications [ 0racle Chwwindows NT
-1 Data Access CJ0utlook Express DWlep
-aDel CAPhotaOp Caws_FTP
| directx CJPureEdge =] DESKTOP.IN
[ lInstallShisld Installation Information 1 Symantac ﬂD\g\la\_ 3564 lyse.
| dintel 1Synaptics | FOLDER.HT
I=1iInternet Explorar LA TechSmith @mpﬂ exe
| | |
File name I\ j Open I
Files of type: IAH Files (**) j Cancel |
2

Select document to attach by highlighting and click open or

double click on the highlighted file.

w -

oMo -

I Attachments

Gontinus | _ Retwrn | Page Help)

Continued on next page
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Adding an Attachment, continued

Procedure (continued)

Step

Action

6

Click Open.

Note: Path to document is displayed in the dialog box

Click Continue.

W Ae UediaE %

Wide Higa Woikliow |

Customer Support

1-865-518-5588
DEN: 388-T025

UserlD: GovAcc30
Home / Log Out
My Profile Malnisnance
Add Additional Role
Ll Accaptor
Greate Receiving Report
Becoss Acceptance | old:

Accoss Histary Falder by
DafAAC

Aecoss Histary Folder by
Usar

Ao Acceptance Hold
Falder

£ 3

Plck up a fils 1o

Form - Attachments

attach C\Docurnents and Setings\Shan Swongerdhy Docur [ Browse

Tp—

Verify that document is displayed in Attachments: drop down

menu.

Atachments: i3 TS

Iments:
WA flow.doc

Note: You may repeat these steps to attach additional
documents. Each file should not exceed 2 MB of data.
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Section F — Creating Documents via Templates

Overview

Introduction WAWE allows you to create documents using template features and pre-
population.

The “Template” feature was added to assist you in saving time. It takes a
previous document (invoice/receiving report) used and turns it into a template
for your new document (invoice/receiving report) by pre-populating fields.
This process is very helpful when you have to create similar receiving reports
every month.

In this section  This section contains the following topics.

Topic
Creating a Document Using a Template
Creating a Invoice from Stand-Alone Receiving Report
Creating Receiving Report from Invoice
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Creating a Document Using a Template

Procedure

Follow the steps below to use the template.

Step Action
1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the submenu in

the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

Yendor
(A

Result: Your drop down features will appear.

Click Create New Document.

I[1 Yendor
Create Misc. Pay
Yiew Vendor Documents

Access Rejected Receiving
Reports

Access Bejected Invoices

Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document
= Required Fields

Contract Numher * Delivery Order CAGE Code/Ext. =

|FO860305C0050 |

Continue || Reset | Page Help |

[

Important: Although the Delivery Order field is optional in
WAWEF-RA, if your contract has a delivery order you must enter

it in WAWF-RA otherwise leave field blank.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action
5 Click Continue.

6 e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e |f the contract is located in the EDA system, then the WAWF-
RA system would automatically populate certain location code
fields (DoDAAC) on this document.

Create New Document
" = Required Fields

Contract Number Delivery Order C x|

FOSB03056C0050 C L

& Placs entes corart ebomaton,
Continue | Return | Res Click. the Return button to enter a different Contract Mumber
or continue creating the document.
o T~
s
Click OK.
7 Enter the “Pay DoDAAC” from your contract if not pre-populated

from EDA.

Create New Document

" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. PayDoDARA
FO9E0305C0050 OHBSZ2 m

Continue | Return | Raset | Paie ﬂalE|

8 Click Continue.

9 Select the document type you are creating. In this procedure we
will use “Combo”.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step

Action

10

Click in the check box next to Template.

Create New Document

" = Required Fields

FO980305C0050 THZ78 F25700

Search For:

Invoice No.
[“|Template
(® Active DoTmments
Select Document to Create: *

® Invoice

Invoice as 2-in-1 (Serices Only)
Caonstruction Payment Jrvoice
Coammercial ltem Financing
Performance Based Payment
Progress Payment

Receiving Report

Invoice and Receiving Report (Combao)

O 00O 0000

anlinue' Return | Reset | F’nie ﬂaIE'

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

Cost Youcher (FAR 52.216-7, 52.2168-13, 52.216.14, 52.232-7)

11

Enter a “Shipment No.”, “Invoice No”, or leave these fields blank
to retrieve all documents created under this contract/delivery order

number. .

12

Click Continue

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step

Action

13

Screen will display a pick list of all documents that is associated
with the contract number. Select the radio button of the document
you would like to retrieve.

Create New Document

" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC

FO9650305C0080 OHBS2 F25700

Invoice and Receiving Report (Combo) Destination Inspection / Destination Accey from T
Invoice Number Invoice Status Shif Numt Shif Status Date Created

® ABCO Submitted ABCOT Submitted 2005-09-02

Continue | Return | Reset | PuisﬂaIE|

14

Click Continue.

15

Verify the Routing Information is still correct, make changes as
necessary.

Change Routing Information

[ = Required Fields

Contract Number Delivery Order Issue Date Shipment No. Shipment Date Invoice No. Invoice Date

FOSB0305C0050 ABCO 2005/05,/02 ABCO 2005/05,/02
IssueBy DoDAAC Admin DoDAAC * InspectBy DoDAAC / Ext. Mark For Code / Ext.

[ P | | |

Ship To Code */ Ext. Ship Erom Code / Ext. LPO DoDAAC / Ext. Pay DoDAAC *
[HC1001 | | | | Hb |Fes700

Continue | Return | Reset | Page Help |

Click Continue.

Result: Header tab screen opens.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action

16 Enter all required fields. Enter optional fields if required per
contract.
i TR Wide Areo Workflown 5
¢ || Hendar T Add T 1 Mark For | T Linw ftam | Pack [Mizs. Amounis]

Data Capture - Invoice and Receiving Report (Combo)
[ = Required Fields, Date = YO0

Contract Number Delivery Order Issue Date Inspection Point Acceptance Point

BT U b

FOOG0305C0050 1] D & Supplies T Serjcas
Shipmant No.* Shipment Date®  [stim. Einal Shipment? Invoice Ho.* Invaoice Data® Einal lnvoica?
[rECE [eoosmares [ [ nE] [racoy [enusmazs [ M=
Government I'L Numbear ICH Gross Weight EOD
o 5
L I I FH
First Line: Haul Mode Document Total:
[ = i
Currancy Cade
UsD =
X Graata Document _ Fsturn | Page Help |

Note: Prior to clicking create document at the bottom of the
page; You have the option to edit any information, on any tab, or
you are not required to make any changes to your document.

17 | Verify, correct or add any information on the tabs required to
create document

18 Click Create Document on the Header tab.

Continued on next page
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Creating a Document Using a Template, Continued

Procedure (continued)

Step Action
19 | Analert box open letting you know information was pre-populated
from a template.

= Required Fields, Date = YYYYWMIDD
Contract Number Delivery Order Issue Date Inspection Point Acceptance Point
FOS60305C0050 D @ Supplies © Services
|Shipment No.* il Invoice?
BER " The data in this document was populated based upon a template and all data fom that template was brought antathis |+
& new document
|Government B/L Number Please ensure that you have updated all applicable data ba reflect desired values far this submission.
First Line Haul Mode D Total:
| $115.00
Currency Code
usD
Create Documenty _ Return | Page Help)
&
Click OK.
20 | Verify information is correct. Scroll down to bottom of document.
Click Submit.

Note: Now you can add any needed attachments if applicable,
refer to “Adding an Attachment” section for detailed procedure.
21 | Confirm that you have received a message that your document has
been created successfully.

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract. Refer to
“Add Additional Emails” section for detailed procedures.
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Creating a Invoice from Stand-Alone Receiving Report

Introduction

Procedure

A Vendor can create an invoice from a previously created Stand-Alone
receiving report.

Follow the steps below to complete contract information.

Step

Action

1

Logon to Wide Area Workflow

2

Click on the [+] symbol next to Vendor section of the sub menu in
the left sidebar.

Home / Log Out

My Profile Maintenance
My Bole Maintenance
Add Additional Role

Password Maintenance

[x] Yendor

!

Result: Your drop down features will appear.

Click Create New Document.

I-] Yendor
Create New Document

Create Misc. Pay

View Vendor Documents

Access Hejected Heceiving
Heporis

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Creating a Invoice from Stand-Alone Receiving Report,

Continued

Procedure (continued)

Step

Action

4

Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field

Create New Document
" = Required Fields
CAGE Code/Ext. *

Contract Number * Delivery Order

[MO010497D1234 [1234 [Dgvve -

Continue | Reset
— —

| Page Eu

Note: Although the Delivery Order field is optional in WAWF-
RA, if your contract has a delivery order number you must enter
it in WAWE-RA otherwise leave field blank.

Click Continue.

e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e |f the contract is located in the EDA system, then the WAWF-
RA system will pre-populate certain location code fields
(DoDAAC/CAGE) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order Cppm =
Microsoft Internet Explorer j

FO360305C0050 C 2

Return | Res

The contract data is not available in Dol EDA,
Please enter contract information.

Continue | Click the Return button to enter a different Contract Mumber

of conkinue creating the document.

Click OK.

Continued on next page
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Creating a Invoice from Stand-Alone Receiving Report,
Continued

Step Action
7 Enter the “Pay DoDAAC” from your contract if not pre-populated
from EDA.

Create New Document

" = Required Fields

MNOO1049701234 1234 098

gnnlinusl_ﬂnturn | Raset | Pais ﬂalel

8 Click Continue.
9 Select Invoice.

Create New Document
F = Reqguired Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
NOO1045701234 1234 078RE HQO0339

Search For:

Invoice No.
[Template

® Active Documents O Archived Documents

Select Document to Create: *

®  lrvoice From Beceiving Report
Invoice as Z-in-1 [(Sewices Only)

Cormmercial ltern Financing

Perfarmance Based Payment

Progress Payment

Heceiving Report

Irvoice and Receiving Repart (Comba)

© 000000

Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

Continue | Return | Regset | Page Help|

Click check box From Receiving Report.

Continued on next page
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Creating a Invoice from Stand-Alone Receiving Report,
Continued

Procedure (continued)

Step Action

10 Screen will display a pick list all Receiving Reports that is
associated with the contract number. Select the radio button of the
document you would like to retrieve.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
NOO1049701234 1234 098 HQ0339

Invoice from Receiving Report: *
& CAROOO1

Continue | Return | Reset | Page Help )

11 Click Continue.

Result: The Data Capture screen opens. All information from the
Receiving Report is displayed on all tabs
12 | Enter “Invoice No.” and “Invoice Date”.

I T lide Area Workilogm =

Header | Addresses | Discounts | C Y Line ltem YMisc. Amounts)

Data Capture - Invoice
[ = Required Fields, Date = YYYYMWMIDD

Contract Number Delivery Order Issue Date

NOO1045701234 1234

:: Shi t No. Shi t Date FEinal Shi t? Invoice No.* Invoice Date™ Einal Invoice?

| || CARDOO1 2005/09/720 M CARDDDT IZEIEIE/EIB/ZT m

j Government B/L Number Document Total:
= | $100.00

Currency Code

UsD

Create 'Dnl:umlnt’ Return ' Pait HolEl

Continued on next page
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Creating a Invoice from Stand-Alone Receiving Report,
Continued

Procedure (continued)

Step Action

13 Review all tabs for accuracy.

14 | Click Create Document

15 | Verify information is correct. Scroll down to the bottom of screen.
Click Submit.

Note: Now you can add any needed attachments if applicable,
refer to “Adding an Attachment” section for detailed procedure.
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Creating Receiving Report from Invoice

Introduction

Procedure

A Vendor can create a receiving report from a stand-alone invoice.

Follow the steps to can create a receiving report from a stand-alone invoice

Step Action
1 Logon to Wide Area Workflow.
2 Click on the [+] symbol next to Vendor section of the sub menu in

the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role
Password Maintenance

[z] Yendor

/N
<\/)

Result: Your drop down features will appear.

Click Create New Document.

[l Yendor
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Create New Document screen opens.

Continued on next page
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Creating Receiving Report from Invoice, Continued

Procedure (continued)

Step

Action

4

Enter in all required fields. Enter optional fields if required per
contract. Everything that has an asterisk (*) is a required field.

Create New Document
"= Required Fields

Contract Number * Delivery Order CAGE Code/Ext. =

[DasBD797DB608 [oo14 [03vve -

antinus' Reset ' Paie ﬂale|

Note: Although the Delivery Order field is optional in WAWF-
RA, if your contract has a delivery order number you must enter
it in WAWF-RA otherwise leave field blank.

Click Continue.

e If contract is not in EDA or you have not entered the contract
number correctly an alert box will appear.

e |f the contract is located in the EDA system, then the WAWF-
RA system will pre-populate certain location code fields
(DoDAAC/CAGE) on this document.

Create New Document

" = Required Fields

Contract Number Delivery Order Crpuapass
Microsoft Internet Explorer ﬂ

FO860305C0050 d The contract data is not available in Dol EDA,
Please enter contrack information,

Continue | Return | Res Click. the Return button to enter a different Contract Mumber
or continue creating the document.

Click OK.

Continued on next page
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Creating Receiving Report from Invoice, Continued

Procedure (continued)

Step Action
7 Enter the “Pay DoDAAC” from your contract if not pre-populated
from EDA.

Create New Document

" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC™
MNOO10487 01234 1234 09YYs Q0333

gnnlinus' Return | Reset | Pais ﬂale|

8 Click Continue.

Result: Create New Document screen opens.
9 Select Receiving Report.

Continued on next page
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Creating Receiving Report from Invoice, Continued

Procedure (continued)

Step Action
10 | Select “Inspection” and “Acceptance” points according to your
contract.

ide Arca Workilogm -

0

4
P

Create New Document
[ = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
DAABO7S7DEE0E 0014 09vva F25700

Search For:

Shipment No.

[T Template

€ Ative D © Archived D

Select Document to Create: *
0 Inwaoice
© lnvoice as 2-in-1 (Semvices Only)

©  Construction Payment Invaice

| 0 T ) R ) ) R O

A

Corarnercial tem Financing

€ Performance Based Payment

W
< @ Receiving Report Inspection: |Destination x| Acceptance: |Destination x I Erom Inwaice
T i Report (Comba)

© Cost Youcher (FAR 52.216-7, 52.216-13, 52.216.14, 52.232-7)

Continue | _ Return | _ Reset | Page Help)

&

Reference

Source to Source is a one step process. The same person may
inspect and accept. Source/Source workflow

Source to Destination is a two-step process. One person may
inspect, and another person may accept. Source/Destination workflow

Destination to Destination may be a one-step or two-step process
(depending on contract).Destination/Destination workflow

Other permits the acceptance of destination documents at a
location other than the *'Ship to."" The goods or services will be
shipped to one location, and the paperwork will be routed to
another location for the actual acceptance.

11 Click the checkbox next to From Invoice.

Continued on next page
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Creating Receiving Report from Invoice, Continued

Procedure (continued)

Step

Action

12

Click Continue.

13

Screen will display a pick list of all receiving reports that is

associated with the contract number. Select the radio button of the

document you would like to retrieve.

Create New Document
" = Required Fields

Contract Number Delivery Order CAGE Code / Ext. Pay DoDAAC
DAABO7I7DBE0S 0014 09YYs F25700
InspectBy DoDAAC/ Ext. Mark For Code / Ext.

|Receiving Report Destination Inspection / Destination Acceptance from Invoice: *

& INYVOICES21 %
CINVOICES20

Continue | Return | Reset | Page Help|

14

Enter “Shipment No.” and “Shipment Date”.

‘ﬁ Argca Workflowy, . =

SRSL

Header [ resses | MarkFor | C Y Line item Y Pack =}

Data Capture - Receiving Report
[' = Required Fields, Date = YYYYIMM/DD

Contract Number Delivery Order Issue Date Inspection Point Acceptance Paint

| peseorerpeeos oots 199508113 D D @ Bupplies € Sanices
| || shipment Mo Shipment Date  Estim. Einal Shipment? Invoice Ho. Invoice Date Einal Invoice?
LI [revoiceszr [z005708/21 M= INVOICES21 200509719 M
L
||| Govemment Bt Humber TcN Gross Weight FOB
B [ sH
H | First Line Haul Mode Decument Total:
El
Bl JEd| #1,000.00
Currency Code
usD
Create Documen: tj _ Return J Page Hel
&

15

Review all tabs for accuracy.

Continued on next page
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Creating Receiving Report from Invoice, Continued

Procedure (continued)

Step Action
16 | Verify information is correct. Scroll down to the bottom of the
screen. Click Submit.

Note: Now you can add any needed attachments if applicable;
refer to “Adding an Attachment” section for detailed procedure.
17 Confirm that you have received a message that your document has
been created successfully.

Note: You have the capability to send more emails to users who
are not in the workflow. Refer to “Add Additional Emails”
section for detailed procedures.
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Chapter 4 — View Vendor Document Folder

Overview

Introduction This section covers locating the document ready for acceptance, viewing the
document information, and finally electronically accepting or rejecting the
document.

Learning Upon completion of this chapter, you will be able to
Objectives

1. Use of the Search Criteria Page

2. View Documents

3. Review Tabs

4. Recall Documents

Contents This chapter contains the following topics.

Topic
Using the Search Criteria Page
View Vendor Documents Folder
Column Headings
Recall Documents
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Using the Search Criteria Page

Introduction

Procedure

To view documents in the Vendor folder you will need to learn to search.

The Search Criteria screen lets you retrieve only documents that meet certain
criteria. For example, if you enter a contract number in the “Contract
Number” field; only documents with that contract number will be retrieved.
If you enter nothing in these fields, all documents are retrieved.

Response times vary depending on the number of documents that must be
queried as well as the user’s connection speed.

Follow the steps below to search for document in the View Vendor Folder.

Step Action
1 Logon to WAWEF-RA.
2 Click on the [+] symbol next to Vendor. Section of the sub menu

in the left sidebar.

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

AN

i

[z] Yendor

Result: Your drop down features will appear.

Continued on next page
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Using the Search Criteria Screen, Continued

Procedure (continued)

Step

Action

3

Click View Vendor Documents

I Yendor
Create Mew Document
Create Misc. Pay

View Vendor Documen

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens

Select a CAGE from the “Select Location Code.”

(It is the only required field when searching for a document)

1 'm Arca Workilown

—

Search Criteria - Vendor Documents Folder By Vendor (Payee)

-

ql
4E
! Il o s © Archived Document
| || Gontract Mumbar Delivery Gredur
!
| || Vendor Eayee) / Extension Ship From / Extension
1 ||T [ I I
1 ||= Involce Numiser
i I
| Status
| [0 Documans =]
| Croate Date End (Y¥¥Y/MM/DD)
‘mu
) Data ¥ 1y A Datir End (X9 MM/DD)
A [— | rm
Invaien Date (Y } Invaicn Dato End (X7 y/mMB/mD)
[ @
Submit_ | Page Heip)
DoD Wide Area Workflow
| T

Note— In the drop down box will be all the cage codes you have
been activated for within WAWF-RA-RA. You may only search
under your active Cage Codes that you have registered for.

Continued on next page
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Using the Search Criteria Screen, Continued

Optional
Search Criteria
fields

Wildcard
characters

Search by any of the other optional fields.

For example, if you enter a contract number in the “Contract Number field,
only documents with that contract number will be retrieved.

If you enter nothing in these fields, all documents are retrieved. Example
given will apply for the shipment number, invoice number, document type or
document status.

You can enter wild card characters in the optional fields as well.

You can use wildcard characters to enter partial information. The percent
sign (%) and underscore () are wildcard characters.

For example,

e Entering %A or A% returns documents that have “A” anywhere in the
selected field.

Entering _BC returns documents that begin with any character and have “B”
and “C” in the 1st and 2nd positions of the selected field.

CAGE =

T30 |

Search For %

* Active Documents " Archived Documents
Contract Number Delivery Order

| |

Vendor {Payee) / Extension Ship From / Extension
Zx— |
Shipment No. Invoice Humber

| |_BC

Continued on next page
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Using the Search Criteria Screen, Continued

Important

Active
Documents

Search by dates
for Active
Documents

WAWEF-RA stores documents according to a document age and status in
either the active or archived document folder.

WAWE-RA Active Document folder contains all documents.

Important: For documents that are in a “Void” status for longer than 30
days or “Process” status for longer than 120 days you will be able to locate
these in the Archive Documents folder.

Search Eo
" Archived Documents
Contract Humhber Delivery Order

To search for a document without a date range will retrieve documents 0-30
days.

Once a document becomes 30 days or older you need to search by using a
specific date range.

To search for a document older than 30 days old:

e Select Active Documents AND.

e Enter a specific date range in one of the following “Create Date”,
“Acceptance Date”, or the “Invoice Receive Date.”

Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
|
Meceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)

[

Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (Y¥YY/MM/DD)

[

Continued on next page
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Using the Search Criteria Screen, Continued

3 ways to enter
dates

-2l Calendar - Microsoft Inte... @@@

June/2004 ‘

June 2004 Fix

[==] [<] [Print] [Today] [=] [z2]
Sun |Mon Tue \Wed Thu |Fri |8at

[
SRR R
HEEEE
HEIEEE

3R] &] ==
‘m |I\J |>—‘ [M=RN ]
S =

BE e
= S
‘M |l\.7

@ | =

Archived
Documents

When searching by the “Create Date”, “Acceptance Date”, or the “Invoice
Received Date” there are 3 ways to enter the dates.

You can enter the date yourself by typing the year first, then the month and
day (YYYY/MM/DD).

Use the calendar feature, which allows you to retrieve documents within a
specific date range. Click on the date from the pop-up calendar feature. The
calendar feature disappears, and the date you have chosen appears in the
field.

Enter today’s date by entering an asterisk (*) in the date field and then tab out
of the field.

Tip — Use a range when entering date searches instead of putting in one date
when looking for a document. Use possibly the month prior to that document
as your begin date and today’s date as the end date.

Documents that have been in “Process” status 120 days or longer or “Void”
status 30 days or longer are generally Archived. These documents are
accessible to the user in a view-only mode; and they are no longer available
for recall for further processing.

Documents which have been related to another document (e.g., stand alone
invoice related to a previously submitted stand alone receiving report) will
remain in the active database until both documents are in “Process” or “Void”.
Both documents will be reflected on the same line on the Search Result screen.
Documents may be archived for up to 6 years.

Search For

" Active Documents * Archived Documents

Continued on next page
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Using the Search Criteria Screen, Continued

Search by dates  To search for documents have been in “Process” or “Void” status you must:

for Archived
Documents

To search for a document :

Select Archived Documents
Enter a specific date range in one of the following “Create Date”,
“Acceptance Date”, or the “Invoice Receive Date.”

Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)

|

WMeceptance Date (Y Y/ MM/DD) Acceptance Date End (YYYY/MM/DD)

[
Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)
[
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View Vendor Documents Folder

Introduction

Procedure

“View Vendor Documents” is the history folder for the Vendor WAWF-RA
documents. Once a document has been submit the document moves to the
View Vendor Documents Folder.

Follow the steps below to retrieve documents. In this procedure we will use a
Receiving Report as example.

Step

Action

1

Logon to WAWEF-RA.

2

in the left sidebar.

Click on the [+] symbol next to Vendor. Section of the sub menu

Home / Log Out

My Profile Maintenance
My Bole Maintenance
Add Additional Role

Password Maintenance

:[1] Vendor

!

Result: Your drop down features will appear.

Il Vendor
Create New Document

Create Misc. Pay

\

View VYendor Documents

N
=—Aecess Rejested-Rursiving |

Reports

Click View Vendor Documents.

D

Access Rejected Invoices

Result: Search Criteria screen opens.

Continued on next page
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View Vendor Documents Folder, continued

Procedure (continued)

Step

Action

4

Select a CAGE from the “Select Location Code”.

o= Wide Area Workllgms . =

b

earch Criteria - Vendor Documents Folder By Vendor (Payee)

= Required Ficlds

= Archived Documents
Deliviery Orduer

%

Virndon (Payee) / Extiension Ship From / Extension

[ | [ [

Shipmant Na. Inwaice Humbar

[ [

Type Document Status

| All Documents E| | All Documeris =|

ot Date {OOYYMITID) Crwate Date End [YYYY/MBIDD)

Accoptance Date (YYYYMMDD) Acceptance Date Cnd (YYYY/MM/DD)

Invoice Received Date (YYYY/MMDD) Invaice Received Date End (YYYY/MB/DD)
[a] =]

Fubmil I Pags H'IE’

DoD Wide Area Workflow

Continued on next page
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View Vendor Documents Folder, continued

Procedure (continued)

Step Action
5 Click Submit.

Result: Below is an example of the document search results in the
Vendor View Document Folder. The information on the top of the
screen displays the number of items in the folder.

Each of the column headings has a title. Several titles are in blue
hyperlink. These columns control the sort order of the documents. By
clicking on the blue hyper-linked column title, the documents will re-
sort alphanumerically based on the contents of that column.

Vendor Documents from Active Folder By DoDAAC for '0HBS52' (12 items, sorted by Contract Number)
Vendor Shipment Acceptance Recall Void ,_  Invoice inuoice
tem Typ (Payeey SontractHumber  Dolivery Order & [ s Status " oo® DR Pack Ra;;l;ed Stats
1 Receiving Report OHBS52 ATEST 111 Submitted : ¥ kal
2 Combo 0HBS2  CAAEOTO1LU460 PMB0001  2005-09-27 Processe d 12345 2005-09-27 Processed F144|
3 Combo 0HBS2 CAAEOT1LU460 PBJOOD1 Submitted R v 123 2005-09-28  Submitted $255|
4 Combo 0HES2Z  CAAEEOTOMLU460 PBJO011 Submitted R ¥ 123 2005-09-28  Submittec 20|
5 Receiving Report 0HES2 — DADA1004F0555 Wv81vTYDADADSSSS WILSON1234 2005-09-26 Processe o 9,076
6 OHBS2 F0960305C 0050 1 D2005-03-25 Submitted 150|
T OHBS2 F0960305C0050 2 2005-08-29  Submitted 72|
8 Receiving Report  OHBSZ TESTING1 12345 Submitted R v 00001 2005-09-27  Submitted $300|
9 WOICE 0HBS2 TESTINGCIFROMRR 1233 2005-09-26 Processed pe00|
10 Invoice 0HBS2 VT97P6S65A 000: D2005-09-30 ssed 58 ,540)
" Invroice: 0HBS2 V797PE565A W81 KO00SFO06T 0001 D2005-09-30 Processed $88510)
12 Combo 0HBS2  W911RPO4CO001 RAHS 2005-03-25 Processer o NS D2005-09-28 Processed $3 958
Eirst__J Next | Preyious Last__J
—Daturn ] Page Hel

Refer to page 166 “Column Heading” for description of each column,

“Continued on next page
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View Vendor Documents Folder, continued

Procedure (continued)

Step

Action

6

Click on the shipment number under the “Shipment No” column to open the

Receiving Report.

=l

Vendor Documents from Active Folder By DoDAAC for '0HB52' (12 items, sorted by Contract Number)

Vendor . Shipment Acceptance Recall Void Invoica _IMvoice Recall  Void

ftem Type  po% ContractHumber  Delivery Order = e status "pofll DO packc AeRee Re;;l:ed Status R e &MU
1 Receiving Report OHES2 ATEST nmmu R ¥ ¥
2 Comba OHES2  CAREOTOLU4E0 PRABUUIT — 2005-09-27 Provessed 12345  2005-09-27 Processed $144
3 Comba OHES2  CAAE07ILU460 PBIOONT Submited R ¥ 12345 2005-09-28 Submitted 5259
4 Comba 0HBS2  CAAEE0Z0MLUA460 PBI0O1Y Sumited R U 1234 20050328 Submitted 120
5 ReceivingReport OHBS?  DADA1004FOS55 W31YTYDADADSSSS WILSOMI23 20050925 Processed 55,076
3 Inwaice 0HBS2  FO960305C0050 1 D2005-09-25 Submitted 130
7 Inwaice OHBS2  FO960305C0050 2 20050323 Submitted 72|
&  Recsiving Report OHES2 TESTING1 12345 Sumited R U 00001 2005-03-27 Submitted 300)
3 Inwaice 0HBS2 TESTINGCIFROMRR 1234 2005-03-26 Processed $500)
10 Inwaice 0HBS2  U797PESESA 0004 D2005-09-30 Processed 568,540
1" Inwaice OHBS2  UZOTPESESA  WE1KODDSFODST 0001  D2005-09-30 Processed 568,510)
12 Comba 0HES2  W11RPOAC000 RANS 20050825 Processed RANS D2005-09-28 Processed 53,958

Eirst | Next | Preyious | Last |

Rsturn | Pags Help |

Note: Clicking on any blue hyper link will result in
document. Result: Receiving Report opens.

the opening of a

Review the document by clicking the different tabs.

el ] ;
i S ¢ Arga Workflogn, . =
t
L]
(|
A RECEIVING REPORT
* = Regured Fialds
Contract bumber Dielivery Orider Insue Date [
= Csuricas
Shipmment Bumber Acceptance Point
11 00508027 " o ]
BL mumber TCN Fust Line Maul Mode Gross Wesght
Sumimary of Detall Level Information Tots
t CLMELING)
Pty Infor mation:
— PR,
| | [S——— -
P ——— D ——
—_— E—
L] | P ———— PR —
)| FT———— POV — —
| ph—
1 DoUAAC: HEwiB
| Mo DEFEHSE FIMARGE AHD ACCOUNTING SERY
T4
I.l-l mium ' Eriny | Flll ﬂola'

Click Return to return to Vendor Folder.
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Column Headings

Description The table below provides a description of the column headings.
Description
Column
Headings
Item WAWEF-RA numbers the documents displayed on the

search results screen. A maximum number of 25 items
will be displayed on the search results screen at a time.
To navigate to other sets of 25 items, click on the
“First Page,” “Next Page,” “Prior Page” or “Last
Page” links under the last item displayed on the
screen.

Type This column will identify the type of document. The
document types currently accommodated are Invoice,
Fast Pay Invoice, Invoice 2-N-1, Combo, Cost
Voucher, Performance Payment, Progress Payment,
Commercial Finance Invoice, and Receiving Report.
Refer to the WAWF-RA document section for more
information regarding these documents.

Vendor (Payee) | The CAGE code of the vendor submitting the
document.

Contract Number | The contract number for which the document is
associated. This element also is link to EDA to view
the contractual documentation. Refer to the Electronic
Document Access links section for more information
regarding the EDA links.

Delivery Order | The SPIIN associated with the document.

Shipment No | The Shipment No column provides the shipment
number assigned to the receiving report and also a link
to the WAWF-RA document image. To view the
receiving report image in WAWF-RA, click on the
“Shipment No” link for the associated item. Note the
shipment numbers in this column are in blue
underscored text, indication a link to the image.
Acceptance Date | The Acceptance Date column reflects the date the
shipment was accepted. The search results may be
resorted using column as a sort parameter. The column
header is underscored blue text, indicating that the
data may be sorted on this field. To resort the data on
this field, click on the column header. The search
results will be presented in ascending order.

Continued on next page
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Column Headings, Continued

Description (continued)

Column Description
Heading
Status Refer to detailed list on pg 149.
Recall RR The receiving report recall function is available from the
Vendor View Document folder. This column will contain
a blue underscored R when the recall function is
available. Receiving Report can be recalled as long as no
government personnel have taken action.
Void RR The Void receiving report function is available under the
View Vendor Document folder and Access reject folder.
Only the initiator, the contractor, may void a receiving
report.)
Invoice The Invoice Number column provides the invoice
Number number assigned to the invoice and also a link to the
WAWE-RA document image. To view the invoice
image, click on the “Invoice Number” link for the
associated item.
Invoice The date the WAWF-RA system received the invoice.
Received Date | Date appears in red means a discount was offered
Status Refer to detailed list on pg 149.

Recall Invoice

The invoice recall function is available from the View
Vendor Document folder. This column will contain a
blue underscored R (R) when the recall function is
available.

Void Invoice | Only the vendor (contractor) may void invoices. The
Payment Official may only void invoices after reject
action

Amount The amount of the receiving report or invoice.

Page 167




WAWEF Document Status Codes

The table below defines the WAWF document status codes.

Status Code

Definition

Certified

Has been signed by the LPO.

Pre-certified

LPO has Pre-certified the document

Reviewed

Is in the Pay Office and awaiting processing.

Processed

Has been processed by the Pay office and is within the
entitlement system. Payment will be in accordance with
Prompt Payment terms.

Resubmitted

Has been corrected by the Initiator and resubmitted for
action. (Only seen following a rejection by the
government)

Rejected

Has been sent back to the Initiator by the government.

Hold

On Hold within a government user’s folder.

Suspended

A temporary status used by the payment office to
research potential errors. After research, Pay Office MAY
EITHER “PROCESS” into entitlement system manually
or “Reject” invoices back to the vendor.

OR
Payment Office will “made ready for recall” receiving
reports that need to be recalled by the government

official.

Note: The Payment Office CANNOT reject receiving
reports back to any government officials

Approved

Voucher has been approved by DCAA Auditor

In process

Vendor has submitted interim voucher to DCAA office
and DCAA reviewer has reviewer the voucher and made
processing recommendations to the DCAAA auditor.
Voucher will remain in “IN Process” status until
approved or rejected by the DCAA auditor.

Voided

No longer valid for payment

Continued on next page
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WAWEF Document Status Codes, Continued

Defined (continued)

Status Code

Definition

Submitted

Receiving Report has been created by the government
and is awaiting Inspect/Acceptance.

OR

A document has been created by the vendor and is
awaiting government action.

Inspected

Has been Inspected

For Source/Source workflow- has been forwarded to the
Pay Office unless an LPO is in the workflow.

For Source/Destination or Destination/Destination- has
been forwarded to the Acceptor for Acceptance signature.

For Cost Voucher/Summary Cost VVouchers- document
has been provisionally accepted by the DCAA Auditor
and has been forwarded to the Pay Office unless an LPO
is in the workflow.

Accepted

Has been accepted and is now in the Acceptance History
folder.

OR

Document in Accepted status waiting LPO processing,
when LPO is designated in the routing.

OR

Has been made ready for recall by payment office on EDI
enabled entitlement systems, or is waiting processing by
Payment Office if sent on non-EDI entitlement system.

OR

Document is awaiting processing by the Payment Office
for NON-EDI enabled payment offices, Air Force
receiving reports will remain in accepted status until the
payment office moves them from “Accepted” to a
“Processed” status.
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Viewing Attachments

Introduction

Procedure

To view the file that other parties have attached, you need to extract the file
from the WAWF-RA system and place it in your own computer” file system

to view it.

Follow the steps below to extract an attachment.

Step Action

1 Select “Misc. Info” tab.

Area Workf =
¢ Reca Wo — 4

|~ Header | Lineliem | Addresses Y wscmo ) )

o~
RECEIVING REPORT
* = Required Fields

Contract Number Delivery Order Issue Date W Supplies

DAABD797 DBE0S o014 200470802 I™ Senices

Shipment Number Shipment Date Final Shipment Inspection Point Accey Point I~ coC
12575678 200400713 Y D D I ARP
B/L Number TCN First Line Haul Mode Gross Weight FOB

D

Summary of Detail Level Information Total

2 CLINASLINGS) $4510.10
Invoice Number Invoice Date Final Invoice

18KJE 20040802 % T
Routing Information:

Attachments: %ﬂ

2 Click the drop down arrow on the Attachments drop-down box.

3 Highlight the desired attachment.

BIS

W AWYE flow.doc

Continued on next page
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Viewing Attachments, Continued

Procedure (continued)

Step Action
4 Click the Extract Attachment icon.

Attachments: hd '!

Result: A File Download alert box appears that asks if you
would like to open the file or save the file to your computer.

Important: It is possible to simply view (clicking the “Open”
button) the attachment instead of saving the attachment to your
computer. Be aware that the attachment(s) may be large in size
so — depending on the speed of your Internet connection — it
may take a while for the attachment to open.

Recommendation: We recommend saving the attachment(s) to
your computer instead of viewing them.

5 A Save As window appears. Select location to save attachment
6 Click Save to save attachment to your PC.

Result: When the download is finished, a Download complete
window will appear.

7 Click Close. You may go to the location on the hard drive where
you saved the attachment to view it.
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Recalling, Correcting and Resubmitting a Document

Introduction

Procedure

If you want to correct the information on a document that was have created,
you can recall it and make changes from the View Vendor Document folder
if the document is in a status that allows you to recall. (If the next workflow
user has not taken action on it).

This is available only if the document you created has an active (R) under
Recall available on the document index file.

Follow the steps below to Recall, correct and resubmit a document. In this
procedure we will use a 2-N-1 as an example.

Step

Action

1

Logon to WAWEF-RA.

2

in the left sidebar.

Click on the [+] symbol next to Vendor. Section of the sub menu

Home / Log Out

My Profile Maintenance
My Role Maintenance
Add Additional Role

Password Maintenance

</[1] Vendor

i

Result: Your drop down features will appear.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

3

Click View Vendor Document Folder.

Ll Vendor
Create New Document
Cre
Yiew Vendor Documen

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens.

Select CAGE from the “Select Location Code” and enter any

additional search criteria if applicable.

. W Arga Workfle

Search Criteria - Vendor Documents Folder By Vendor (Payee)

—

[ = Required Fields

CAGE*
SelectLocation Code
h F
# Active Documents " Archived Documents

._’/ f—\._ I

Contract Number Delivery Order

Vendor (Payee) / Extension Ship From / Extension

Shipment No. Invoice Numher

Type Document Status

|AII Documents ;] |AII Documenlsj

Create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)

B B

e e e e

Submit ' Pagn HAIE'

DoD Wide Area Workflow

I

Click Submit.

Result: History Folder screen opens.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step Action
6 Identify document to Recall and click on the “R” under the Recall
RR column.

Wundos Comntract Dulivery  Shipment  Accuplance Vil lervoics Invoice Recall Vaid
Wom  THPY  Devie)  Nmmber hiddur (™ Dt St AR | Number  PacabwdDats | SO0 froiee | imeslos CTOUM
T lwmics 201 TMIW0 EAGZZ 10 MO001 [ir) Sureritied v 2 H0EM-7 Suedtad L} v 1248

Vendor Documents from Active Folder By DoDAAC !MBWO' (1 items, sorted by Contract Number)

Eirst fast |

Bewrn | Pags Halp|

Result: Data Capture Receiving Report screen opens.
7 Click on any of the tabs to correct or add information. In this
procedure we will edit the line item tab to make correction.

Data Capture - Invoice 2-in-1 {Services Only)

= Required Fields, Date = MINMOD
(Comtract Mumber Defivery Order lssue Date
F iz 1 0an000
Shipment Ho, Shipment Date Final Shipment? Invoice o, Inveice Date Cinal lrvoica?
124 0060117 @~ [+ H0RM1NT W o
Ducumas 1 Talak:
$2485
[urrency Cade

UsD &

Ereats Documant, J _Bsturn | Pags Halg)

Note: From the Data Capture — 2-N-1 screen, you can not
change the contract number, shipment (invoice) number or any
of the dates, you have to void the document and recreate a new
document.

8 Click Line Item tab.

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step Action
9 Click on the edit £ icon.

Line Item Details:
it lgast one Line fam is f:".'|!.|f\’--'.‘
Huen Mo, Steck Pan Ho. Type Oty Shipped  Unit Unit Price Amount Actions
Wi 125 e 1 EA $2e5 $1245 AW
3
FI!U ﬂclzl

HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAE TO SUBMIT.

Note: Other choices of action are, deletem , or add
W
= additional line item information.

Result: Edit CLIN/SLIN screen opens.

10 Correct the appropriate field(s). In this procedure we will correct
the quantity.

GLINBLIN ATRNS

Edit CLIN/SLIN

= Roquired Fieids
HomNo.®  Stock Part Ho. * Type* Oty. Shipped * Unk*  Unlt Price *
oo 12345 V- Vandor's [Seller's) Pan Mumbee » 1 Ea § 1248
SDH ACAH Amount
g1248
Duscription *

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step

Action

11

Click Save CLIN/SLIN

Result: “Line Item Details screen opens.

12

Click Header tab.

|41 et one Ling iam 15 requirad

Ioem Mo Stock PartWe. Type Oty Shipped Unit Unis Pice Amownt Actions
oot 12355 R 5 EA 26 2% FO0
&
Lego tinip

JUFON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO SUBMIT,

Result: Header tab screen opens.

13

Scroll down to the bottom on the screen. Click Create

Document.

Data Capture - Invoice 2-in-1 (Services Only)

= Required Fiedds, Date = YYYYMMDD

Contract Rumbes  Delivery Ordes bsswe Date
FAEZZ104M0001
Shipmast No. Shipment [ats Final Shipmant? levalen No. Invabcs Date Final Imvalea?

o2 xmEmnT m~ N2 Fo LD o

Currency Code

Documant Total;

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step Action

14 | Verify information is correct. Scroll down to the bottom of the
screen. Click Submit.

INVOICE 2-in-1
"= Required Fields

Contract Number Dalivery Order

Issue Date
FAGT04MO00

Imwolce Humber Invoice Date Final Invoice Imwolce Recelved Date
oM HEmA7 ¥ AEONT

Summary of Detsil Level Infermation

Total
1 CUNSELINGS) f o]
Miszallansnus Amauni(s) o
%235
Shipment Nurber Shipment Date Final Shipment
0124 0080117 N

[auting Infarmatinn:

Prime Comracior Administered Dy

CAGE Code: 1M0W0 Extension: Dol FAGZRT

Hamn: CACH INCFEDERAL Nama: FASZI 3T WG LGE
Survice Accuptor Paymumt Official

Code: FASZI1  Extension: FICECK DeDAAC: F25700

Hame: FAGZZY 127 WG LGC Hame: ACCTG DISD STA NR 525700
Bubmit_| _ Raturn Fags Help |

Note: Now you can add any needed attachments if applicable,
refer to “Adding an Attachment” section for detailed procedure

Continued on next page
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Recalling, Correcting and Resubmitting a Document, Continued

Procedure (continued)

Step Action
15 | Confirm that you have received a message that your document
has been recalled and submitted successfully.

[The Involca 2.In-1 (Services Only) has beaen recalled and submitted successfully.

Contract Number  Delivery Order Shipment Numbes  Invoice Humbes

FAEZ2104M0001 oz 0124

Send More Email Notifications

Baturn ) ra ge Help |

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract. Refer to
“Add Additional Emails” procedure for detailed procedure.
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Chapter 5 - Accessing Reject Folders

Overview

Introduction Once a document has been rejected the document appears in the reject folder.
There are 2 Reject Folders one for the invoice and one for receiving reports.
These folder 2 folders have the same actions.

Learning Upon completion of this Chapter, you will be able to
Objective

e Resubmit a Document

e Change DoDAAC(s)

¢ VVoid a Document.

Contents This chapter contains the following topics.

Topic

Resubmit a Document
Changing DoDAAC(s)
Voiding a Document
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Correcting a Rejected Document

Introduction

Procedure

In this section you will learn how to resubmit a rejected document. In this
procedure we will use the Invoice as our example.

Follow the steps below to access and resubmit Invoice in WAWF-RA.

Step Action
1 From the Vendor Side bar menu, click the “Access Rejected
Invoice”.
I1 Yendor
Create New Document
Create Misc. Pay
View Vendor Documents
Access Rejected Receiving
Reports
Result: Search Criteria screen opens.
2 Select CAGE from the “Select Location Code” and enter any
additional search criteria if applicable.
Search Criteria - Vendor Rejected Inveices Folder
" = Required Fislds
CAGE=
Select Location Code
Delivery Order
Vendor (Payee) / Extension Ship From / Extension
Shipment No. Invoice Humber
Type Document Status
All Docurments W All Documents %
Create Date {YYYY/MM/DD) Create Date End {YYYY/MM/DD)
Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)
Submit | Pnie ﬂale|
DoD Wide Area Workflow
3 Click “Submit”.
Result: Vendor Rejected Invoice screen opens.

Continued on next page
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Correcting a Rejected Document, Continued

Procedure (continued)

Step Action
4

Click on the shipment number hyperlink under the Resubmit?

Vendor Rejected Invoices Folder for 15090 (2 items, sorted by Contract Number)

e Type Vendor  Contract

Delivery Involce
(Payes) Number Ordar Resubmi® Rucaivad Dain Change DoDAAC Vold?  Amount Reject Reason
Fast Pay bvoice 15050 DAAHD102PRO53 TCAz DG 118 Yis ¥V  CADSOPO00 ;‘#I'_’r'élj‘;"' # pat Vet condition
Irwnice 15050 DAAHDIOZPRO5Y  ES7\  TCRABZY 0050212 Yoz v $5 070,00 ":n::a'c’:ﬂnum; for incarract
prst ) Hext ) Prayioss Lest |

eturn Page Help |

Result: Data Capture screen opens.

Click on any of the tabs to correct or add information In this
procedure we will edit Line Item tab.

Data Capture - Inveoice
[ = Required Fields, Date = YyYYMMMTD

Contract Number Delivery Ordar Issus Date

DAAHOZPRIGT BT & Supplies O Serqres

Shipment No. Shipment Date Final Shipment? Invoice Ho. Imoice Date Einal Imvoice?
TCR4SET 20041004

TCEA8F 200410004 @~

Gavormman AL Numbar Documant Total:
4507000

Currency Code

UsD =

Creats Documant] _Return | Page Help|

Note: You cannot correct the contract number, shipment

number, invoice number and dates, you have to void the
document and recreate a new document.

Continued on next page
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Correcting A Rejected Document, Continued

Procedure (continued)

Step

Action

6

Click “ Line Item” tab.

7

Click on the edit £ icon.

m

Note: Other choices of action are, is delete™ , or add

]
= additional line item information.

Result: Edit CLIN/SLIN screen opens.

Correct the appropriate field(s). In this procedure we will correct
unit price.

Click Save CLIN/SLIN.

Result: “Line Item Detail” screen opens.

10

Click Header tab.

Result: Header tab screen opens.

11

Scroll down to the bottom of the screen. Click Create Document.

Result: The completed form displays in a Receiving Report
template.

Continued on next page
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Correcting a Rejected Document, Continued

Procedure (continued)

Step Action

12 | Verify information is correct. Scroll down to the bottom of the
screen. Click Submit.

INVOICE
* = Required Fields
Contract Number Delivery Order Issue Date FSupples
DAAHDIDZPROS3 8827 CBemice
Invaice Humbar Invoice Date Final Invoice Invoice Receivad Date
TCB4a2? 2041004 N 20013
Summary of Detall Level Information Tatal
1 CLINSLINGS) $4.50000
1 Miscellansous Amount(s) 17000
$5,070.00
Shipment Humber Shipment Date Final Shipment
TCB4E7 20041004 N
[touting Information:
Prime Contractor Administerned By
CAGE Code: 15000 Extenslon: DoDANC:  SOH0SA
Name: RAYTHEON COMPANY Hame: DUMA RAYTHEON TUCSON
Ship To Payment Official
Code: FEZZY  Futension: DoDAAC: HODITS
Hame: FB2029 DDHU CHTRL RCVG HILL FCLTY MName: DFAS . COLUMBUS CENTER
Bubmit |  Heturn | Page Help|

Note: Reattach any attachments (on the Misc. Info tab); refer to
166 “Adding an Attachment section for a detailed procedure.

13 | Confirm you received a message that the document has been
created and resubmitted successfully. Emails will be resent to the
appropriate workflow user.

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract. Refer to
“Add Additional E-mails” section for detailed procedures.
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Changing DoDAAC

Introduction If you have submitted a document with an incorrect DODAAC “Changing
DoDAAC?” is another option you can do under the reject folder.

Procedure Follow the steps below to change a DoDAAC
Step Action
1 From the Vendor side bar menu, click “Access Rejected
Invoices”.
I-] Yendor

Create Hew Document
Create Misc. Pay
View Vendor Documents

Access Rejected Receiving
Reports

CAccess Rejected Invoices

Result: Search Criteria screen opens.

Continued on next page
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Changing DoDAAC, cContinued

Procedure
(continued)

Step |

Action

2 Select CAGE from the “Select Location Code” and enter any
additional search criteria if applicable.

" = Required Fields

CAGE =

Select Location Code i

Contract Number

Vendor (Payee) / Extension

Shipment No.

Type Document

All Documents v
Create Date (YYYY/MM/DD)
Acceptance Date (YYYY/MM/DD)

Search Criteria - Vendor Rejected Invoices Folder

Delivery Order

Ship From / Extension

Invoice Number

Status

All Documents v

Create Date End (YYYY/MM/DD)
Acceptance Date End (YYYY/MM/DD)

Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)

Submit ' Pnie Helgl

DoD Wide Area Workflow

Continued on next page
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Changing DoDAAC, cContinued

Procedure (continued)

Step Action
3 Click “Submit”.

Result: Vendor Rejected Receiving Report results screen opens.
4 Click on “YES” under “Change DoDAAC”.

Vendor Rejected Invoices Folder for '15080' {2 items, sorted by Contract Number)

Vandor Contract Dalivary Invaice
lIem Type Payee) Humber Order Resubmir? Recelved Dote DAAC\ Vold?  Amount Reject Reason
1 Fust Pay Invoice 15090 DAAHIINZPRRSS TCAHZI  D2O50118 ¥ CAD 570,00 [EC Invice pertest condilon
S0 DAAMINZERDSY  BEN ICBASL 050222 v ik
Firat Hemt |

—fsturn_j Page livip)

Result: Change Routing Information screen opens
5 Correct or add any DoDAACS.

Change Routing Information

" = Required Fields

Contract Number Delivery Order Issue Date Shipment No. Shipment Date Invoice No. Invoice Date

DAAHDTOZFRO83 BEZ7 TCEAEZT 20041004 TCB4EZF 20041004
IssueBy DoDAAC Admin DoDAAC =
503054
Ship To Code =/ Ext. Ship From Code / Ext. Pay DoDAAC ™
FE2029 HQ0339

gnnlinuu' Return | Reset | Paiu Halg'

6 Click “Continue”

Results: Data Capture screen opens.

Continued on next page
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Changing DoDAAC, continued

Procedure (continued)

Step Action

7 Click “Create Document”.

Data Capture - Inveoice
[ = Required Fields, Date = YyYYMMMTD

Contract Number Delivery Ordar Issus Date

DAAHOZPRIGT BT & Supplies O Serqres

Shipment No. Shipment Date Final Shipment? Invoice Ho. Imvoice Date Einal Invoice?
TCB427 2004N0004

TCEA8F 200410004 @~
Governman 1B Humber

Currency Code

USD =

Ilum Page Help |

Documant Total:

4507000

Result: The Invoice screen opens.

Note: Click on any other tabs to make corrections if necessary.

Continued on next page
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Changing DoDAAC, cContinued

Procedure (continued)

Step Action
8 Verify information is correct Scroll to the bottom of the page.
H 113 1477
Click “Submit”.
INVOICE
* = Required Fislds
Contract Number Delivery Order Issue Date FSupples
DAAHDIDZPROS3 8827 CBemice
Invaice Numbar Invoica Data Final Invoice Inwoice Recahad Dato
TCE4827 200400104 M 20060113
Summary of Detall Level Information Tatal
1 CLINSLINGS) $4.50000
1 Miscellangous Amount(s) $170.00
$5,070.00
Shipment Humber Shipment Date Final Shipment
TCB4E7 20041004 N
[touting Information:
Prime Contractor Administered By
CAGE Code: 15000 Extenslon: DoDAAC:  SOI05A
Name: HAYTHEON COMPANY Name:  DCMA RAYTHEON TUCSON
Ship To Paymemt Official
Code:  FBZ0ZY  Frtension: DoDAAC: HODIE
Hame: FB2029 DDHU CHTRL RCVG HILL FCLTY MName: DFAS . COLUMBUS CENTER
Bubmit_|  Beturn | Page Haelp|

Note: Reattach any attachments (on the Misc. Info tab); refer
to “ Adding an Attachment” section for a detailed procedure.

9 Confirm you received a message that the document has been
created and resubmitted successfully. Emails will be resent to the
appropriate workflow user.

Note: You have the capability to send more emails to users who
are not in the workflow or as listed on your contract. Refer to
“Add Additional E-mails” section for detailed procedures.
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Voiding a Document

Introduction

Procedure

Documents can be voided from your View Vendor Documents, Access
Reject Receiving Reports and Access Reject Invoice folders. The user can
void any document that has a blue “V”” hyperlink visible in the “Void RR”

column.

For example, suppose a Receiving Report was created with an incorrect
contract number if the “V” is active you can void this document.

Follow the steps below to VVoid a document. In this procedure we will void a
Invoice in the View Vendor Document Folder for the example

Step

Action

1

Click Access View Vendor Documets Folder

Il Yendor
Create New Document
Create Misc. Pay

Access Rejected Receiving
Reports

Access Rejected Invoices

Result: Search Criteria screen opens.

Continued on next page
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Voiding a Document, Continued

Procedure (continued)

Step

Action

2

Select CAGE from the “Select Location Code” and enter any

additional search criteria if applicable.

A = L
- dide Arca Workil
¢ |[Search Criteria - Vendor Documents Folder By Vendor (Payee)
[ = Required Fields
[
d _S lect Location Code -
I\ elel ocahon Lode
i @ Active Documents € Archived Documents
-I Contract Number Delivery Order
| I
| Vendor (Payee) / Extension Ship From / Extension
1|l [ [ |
1 || Shipment No. Invoice Humher
|l [
1" || Iype Document Status
1 || [Ar Documents B [AlDocuments =]
1'|| create Date (YYYY/MM/DD) Create Date End (YYYY/MM/DD)
»
| Acceptance Date (YYYY/MM/DD) Acceptance Date End (YYYY/MM/DD)
k Invoice Received Date (YYYY/MM/DD) Invoice Received Date End (YYYY/MM/DD)
Submit_J Pags Help)
DoD Wide Area Workflow
b

Click “Submit”.

Result: View Vendor Document Folder screen opens.

Continued on next page
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Voiding a Document, Continued

Procedure (continued)

Step Action
4 Identify document to Void and click the “V”” under the Void RR
column.

Verndor Documents from Active Fqlder By DoDAAC for "1M3W0' (5 items, sorted by Contract
Number)

i i Imiice
ltem Tyve Vendor Contract Number Delivery Shipment Acceptance Recal Invoice Recall Void

Payee) & Order Mo pate SO pp /gy Numper  MECENESIEUS ypice e AMOUNE
1 Imoice Zin1 1M30 DAABO7S7DBGOS 0014  PDI111 Submited B[ ¥ PDI111 200507-25 Submited RV $2500000
2 Invoice 2in1 1M3W0 DAABO797DBG608 0014 PDI2222 2005-07-25 Processed PDI2Z222 2005-07-25 Processed $25,000.00
3 Imoice Zin1 1M3AD DAABO7S7DBGIR 0014  PDI33EI Subrmited R D333 00507-25 Submited RV 82700000
4 imvoice Zin1 1M3M0 DAABO7S7DBS0S 0014 PDI444 2005-07-25 Processed PDI4444 2005-07-25 Processed §24,000.00
a Combo  TM3W0 FAG22104M0002 00001 2005-04-06 Accepted KING39 2005-04-29 Subrnitted $4245.00
First ' Next ' Preyious ' Last '

Return | Page Help|

Result: Warning box is displayed.
5 Click “OK” to void the document.

Microsoft Internet Explorer,

D WARMIMG!
\__-\r/ The Following ackion pertains to;
Contract Mumber (DEABOFITDCEZ3)
Delivery Order [

You are about ba woid a Receiving Report (SHARI1Z3) document,

Please click QK to permanently YOID this document,
Ctherwise to rekurn to the previous screen, please dick Cancel.

QGK \b[ Cancel ]

Note: To return to the history folder without voiding, click the
“Cancel” button.

Continued on next page
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Voiding a Document, Continued

Procedure (continued)

Step Action
6 Confirm you received a message that the document has been
voided successfully.

Note: Once you have voided a document in WAWF-RA the
invoice or shipment can be used to create a new document.

The Void Action on the Destination Inspection and Acceptance Receiving Report was successful.

Contract Number Delivery Order Shipment Number Invoice Number

DAABD7S7 DCA23 SHARNZ3

Return ' Pagsﬂalg'

Result: The status of the document is now Voided.
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Appendix A
Optional Tabs

Overview

Introduction There may be tabs that may be required by your contracts specific invoicing
instructions but are not mandatory to create documents in WAWF

Contents This chapter contains the following topics.

Topic

Address Tab

Mark For Tab

ACRN Tab

UID Tab

Milstrip Tab

Pack Tab

Miscellaneous Amounts Tab
Misc. Info Tab
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Address Tab

Introduction

Procedure

Based on the routing Location Codes entered, WAWF pre-populates the
Address Information for each of the Location Codes in the document. From
the Addresses tab, the Vendor is afforded the opportunity to review and/or
change this Address Information. No matter what entries are made, there must
be at least a name of the organization/agency.

Follow the steps to verify and correct address tab.

Step Action
1 Click on Address tab.
- m Araa Workftaymy
2 Verify/correct any fields.
3 Complete all tabs required to submit document if not already done
s0. Return to Header tab to Create Document.
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Mark For

Introduction

Procedure

The document initiator is given the opportunity to enter information relating
to the Mark For Codes. This information may be as simple as a name, or as
complex as routing instructions. Use of these fields is generally pre-
determined based on the contract.

Follow the steps to add “Mark For” information.

Step Action
1 Click Mark For tab.
[ Header | Addresses | Discounts | Mark For | C Y Lineltem Y  Pack YMisc. Amounts)
rlark For Information
Mark For Rep Mark For Secondary
[ H
-] |
Page Hal
2 Enter “Mark For Rep” or “Mark For Secondary”
3 Complete all tabs required to submit document if not already done

s0. Return to Header tab to Create Document.
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ACRN Tab

Introduction The ACRN tab allows you to add multiple ACRN to one CLIN if your
contract calls for. The ACRNs must balance with the CLIN/SLIN total.

Procedure Follow the steps below to add multiple ACRNSs.

Step Action
1 Click on ACRN Tab.

Result: ACRN screen opens.
]
Click on the Add icon = under Action.

GLINISLIN ACHNS

ACRNs
[* = Raquirad Fiskds

Mem Ho CLIN Amoun i ACHEN Amoun 1l Ditference

0001 $50.00 $0.00 $50.00
ACRN Amount Actlon
=1
Pags Help |

UPQN COMPLETION OF WORK IN THIS AREA, CLICK OM ANMOTHER TAB FOR FURTHER ACTION.

3 Enter “ACRN” and “Amount”.

CLIN/ELIN ACHNE

IACRNs

[* = Raquirad Fields

Tem Ho CLIN Amount ACRN Amount Difterence
0001 ¥50.00 30,00 $50.00
ACRN Amaunt Actlon
A ] e X
=
Fage Help |

(UFON COMPLETION OF WORK [N THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

Note: Options are Save Cancel Add

Continued on next page
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ACRN Tab, continued

Procedure (continued)

Step Action
4 . .
Click the Save icon = .
ACRNs
= Required Figlds
- acan moun Ao
AR $25.00 Fd |
o
Fli. H.IE'
HPON COMPLETION OF WORK IN THIS AREA, CLICK OM ANOTHER TAB FOR FURTHER ACTIOM.
Note: Repeat steps 2-3 to add as many as needed. You have the
option to delete W or edit £ :
5 Click CLIN/SLIN tab.
6 Click Save CLIN/SLIN.
7 Complete all tabs required to submit document if not already done
s0. Return to Header tab to Create Document.
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Unique Identification (UID)

Introduction UID is a new globally unique "part identifier" containing data elements used
to track DoD parts through their life cycle. UID Data is encoded into Data
Matrix symbols that are applied to parts using Direct Part Marking processes
(DPM). The DoD has moved to this transformation technology to facilitate
electronic data capture and transmission.

Procedure Follow the steps below to add UID.

Step Action
1 Click Line Item tab.

( Header Y X_0i ts Y ¢ Y Line ltem [ Misc_ Amounis)

Line Item Details:
{at least one Line Item is required

Item Ho. Stock PartMo. Type Oty. Invoiced Unit UnitPrice Amount Actions
&
Page Hel|

IJPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

]
Click on the Add icon = under Action.

Result: Several tabs opens.
3 Click UID tab.

CLIN/SLIN | ACRNs uiD (~_MILSTRIP )

UID
I' = Required Fields

Enterpise Identifier lssuing Agency Code UID Type Original Part Number Actions
=
PIE! ﬂelgl
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

W
Click on the Add icon = under Action.

Continued on next page
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Unique Identification (UID), Continued

Procedure (continued)

Step Action
5 Enter “UID Type”. In this procedure we will use UID1.

Add UID

" = Required Fields

UlD Type = Issuing Agency Code
I | El

UID1 - Dol Construct 1, Serialization within the Enterprise (e Mt
UID2 - Dol Construct 2. Serialization with the Criginal Part Number I

GlAl- EAN.UGCC Global Individual Asset Identifier)

GRAl-EAN LICT Global Returnable Asset ldentifier)

ESM - Telecommunications Industry Association Electronic Serial Mumber

IN - “ehicle Identification Mumber

OTHER - UID without an asswgnet‘i:lUlD type

Save UID ' Return ' Plis HU|B|

Note: Once you have selected the UID type other fields will be
required on this screen.
6 Enter all required fields.

Add UID

= Required Fields

ulD Type = Issuing Agency Code =

IU\D1 -DoD Construct 1. Serialization within the Enterprise j ID—CAGE Code j
Original Part Number Enterprise Identifier *

[12 [ohbsz]

At least one UID Murmber and Serial Murber is reguired.
UID Number Serial Number Actions

%.a

Save UID | Return | Page Halp |

]
Click on the Add icon = under Action under the UID Number.

At least one UID Mumber is required

UID Number Serial Number Actions

%.a
Save UID ' Return ' Paiq hnle'

Continued on next page
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Unique Identification (UID), Continued

Procedure (continued)

Step

Action

8

Enter all required fields.

[
L2}

Add UID

" = Required Fields

UID Number *

|z

Serial Number*

iE]

Save UID | Return | PIES ﬂalel

Click Save UID.

Result: Return to Add UID screen.

10

Click Save UID.

Add UID

[ = Required Fields

At least one UID Number and Serial Number is required

UID Number Serial Number Actions
12 12 ZT
%ﬂ

Save UID l Return ' P-ie Helgl

UID Type = Issuing Ayency Code *

UID1 - DoD Consiruct 1, Serialization within the Enterprise ID - CAGE Code j
Original Part Number Enterprise ldentifier *

IB R

Continued on next page
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Unique Identification (UID), Continued

Procedure (continued)

Step Action

11 Click CLIN/SLIN tab if no other UID information needs to be
entered.

{CLIN/SLIN Y ACRNs Y uiD [ _MILSTRIP )

uID

" = Required Fields

Enterpise Identifier Issuing Agency Code Type Original Part Number Actions
OHBS2 D Dt 12 ZM

UID Number Serial Humber
12 12

=
PIEI Helg'
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

12 | Complete all tabs required to submit document if not already done

s0. Return to Header tab to Create Document.
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Milstrip Tab

Introduction The MILSTRIP Number is a government-assigned number used to identify a
specific piece of material. The MILSTRIP Number for all parts is to be
reported as part of the Line Item.

Procedure Follow the steps below to add milstrip information.

Step Action
1 Click Line Item tab.

{— Header Y s ) Discounts | C Y Line ltem [Misc. Amounts)

Line Item Details:
tht least one Line ltem is required

Item NHo. Stock Part No. Type Oty. Invoiced Unit Unit Price Amount Actions
B
Page Hel

IWPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
BUBMIT.

W
Click on the Add icon = under Action.

Result: Several tabs will appear.
3 Click Milstrip tab.

CLIN/SLIN ACRNs uio MILSTRIP

MILSTRIP
= Required Fields
Milstrip No. Milstrip Qty. Actions
=
Pnga hulg'
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

]
Click on the Add icon = under Action.

Result Add Milstrip screen opens.

Continued on next page
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Milstrip Tab, Continued

Procedure (continued)

Step

Action

5

Enter “Milstrip No” and “Milstrip Qty”.

Bdd Milstrip
= Required Fields

Milstrip No. = Milstrip Oty. =
(1234 |EE]

Save Milstrip J Return | Pags HQIB'

Click Save Milstrip

Click CLIN/SLIN tab

{ CLIN/SLIN Y ACRNs T uin " MILSTRIP |

MILSTRIP
" = Required Fields

Milstrip Ho. Milstrip Oty. Actions
1234 z £
%ﬂ
Pli! Hale'
UPOMN COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION.

Complete all tabs required to submit document if not already done
s0. Return to Header tab to Create Document.
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Pack Tab

Introduction

Procedure

The Pack Tab is used to enter Radio Frequency Identification (RFID). RFID
IS an automatic identification method, relying on storing and remotely
retrieving data using devices called RFID tags or transponders. An RFID tag
is a small object that can be attached to or incorporated into a product, animal,
or person. RFID tags contain antennas to enable them to receive and respond
to radio-frequency queries from an RFID transceiver. Passive tags require no
internal power source, whereas active tags require a power. (For additional

information regarding Pack, click the following link:
http://www.acq.osd.mil/log/rfid/index.htm.)

Follow the steps below to add Pack data.

Step Action

1 Click Pack tab.

]
T

{ Header Y Addresses | Discounts | MarkFor | Comments | Line ltem Y

Pack

(Misc. Amounts) E

Pack Data

I Pack Later Pack cLIN|

Package 1D Package Type

Page Help |

HEADER TAB TO SUBMIT.

ks

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE

Action

]
Click on the Add icon = under Action.

Result: Pack Data screen opens.

Continued on next page
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Pack Tab, continued

Procedure (continued)

Step Action
3 Enter “Package ID” and select “Package Type”.

Header Addresses Discounts Mark For Comments Line ltem Pack [Misc. Amounts

Pack Data
[ Pack Later _Pack CLINJ
Package ID Package Type Action
[EFABCD0192837465 FFID = BX
B
Page Hulel %
UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE
HEADER TAB TO SUBMIT.

Note: The package ID for type, RFID, must have a length of
exactly 16, 24, 32 or 64.

Continued on next page
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Pack Tab, continued

Procedure (continued)

Step Action

4 Click the Save icon =

Note: Selecting the Add Pack ID to Pack icon within the box
represents placing another container inside that box.

Pack Data
[ Pack Later Pack CLINJ
Package 1D Package Type Action
EFABCDO192637465 RFID 2N
Package ID Package Type Action
EFABCDO192948575 RFID Pk~
&

Note: Selecting the Add Package ID icon outside the box
represents putting another container beside the initial container.

Pack Data
T Pack Later Pack CLIN|
Package ID Package Type Action
EFABCDO192837465 RFID Fait=)
CLIN Quantity ‘
oot 25
Package ID Package Type Action
EFABCDO192637475 RFID ZUE
a
5 Click Pack CLIN.
Result: CLIN/SLIN Data screen opens
6 . = .
Click on the Add icon under Action.
CLIN/SLIN Data
* = Required Fields
e
em No. Stock Part No. uip Qty. Shipped Total Qty. Packed Difference Actions
0001aa 1234667850123 M 300 o 300
&

Continue | Page Help
HWPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

Continued on next page
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Pack Tab, continued

Procedure (continued)

Step

Action

7 Enter “Quantity Packed”.

CLIN/SLIN Data

* = Required Fields

Item No. Stock Part No. ui Qty. Shipped Total Qty. Packed Difference Actions
0001aa 1234567890123 I 300 0 300
Package ID- Type Quantity Packed Actions
EFABCD0192837465 - RFID ~ 1 EHXx
¥

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

Continue l Fl!! Halgl

8 =

Click the Save icon

9 Click Continue.

CLIN/SLIN Data

* = Required Fields

Item No. Stock Part No. uin Qty. Shipped Total Qty. Packed Difference Actions
0001 aa 1234567820123 N 300 1 293
Package ID Package Type Quantity Packed Actions
EFABCDO192837 465 RFID 1 Fai|
Continue | Page Help Q

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON THE SUBMIT BUTTON TO UPDATE THE PACK STRUCTURE.

Continued on next page
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Pack Tab, continued

Procedure (continued)

Step Action

10 If no other pack data needs to be entered, complete all tabs
required to submit document if not already done so. Return to
Header tab to Create Document.

[~ Header | Addresses Y Discounts | Mark For | Commen ts Y Lineltem Pack “[Misc. Amounts)
Pack Data
I Pack Later Pack CLINJ
Package ID Package Type Action
EFABCDO192837485 RFID Faik=)
CLIN Quantity
00071 aa 1
K =
Page Help |
HPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE
HEADER TAB TO SUBMIT.

NOTE: To add packaging information after document creation,
go to the Pack Data page that shows the Pack tab, and select
Pack Later check box. The document will be displayed in the
Initiator’s History folder with an Add link under the Pack
column.
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Miscellaneous Amount Tab

Introduction

Procedure

The Misc Amounts tab is where the Initiator provides any additional entries

that pertain to his/her contract. These amounts are referenced to the document
as an entity and not at the Line Item level. Miscellaneous Fees; CLIN/SLINSs,
Taxes and Miscellaneous Allowances.

Follow the steps below to add misc amounts.

Step Action
1 Click on the Misc Amounts tab.
Result: Miscellaneous Amounts screen opens.
2

]
Click on the Add icon = under Misc Allowance Action.

(~ Header | Addresses " Discounts | Commen ts Y Lineitem ) Misc. Amounis]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions

&

MWisc. Allowance Misc. Allowance Amount Actions

=

Tax Tax Amount Actions

&

Page Hel

SUBMIT.

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO

Result: Add Misc. Allowance screen opens.

Continued on next page
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Miscellaneous Amount Tab, Continued

Procedure (continued)

Step

Action

3

Select the Misc Allowance that applies to your contract.
Description will populated based on selection.

Add Misc. Allowance

" = Required Fields

*

Misc. Allowance* Misc. Allowance Price

v §

BE560 - CONTAINER ALLOWAANCE

MB4950 - DAMAGED MERCHANDISE ALLOWANCE
C310-DISCOUNT

D350-GOODS & SERVICES CREDIT ALLOWANCE
FO50 - OTHER =/~ SEE DESCFOR DETAILS
FB80 - PRICE DEVIATION =/~ SEE DESCRIFTION
FB40 - PRIOR BALANCE =/~ SEE DESCRIFTION
F&10 - PROMOTIONAL DISCOUNT ALLOWANCE
FI10 - QUANTITY DISCOUNT ALLOWANCE

1170 - TRADE DISCOUNT ALLOWAANCE

1180 - TRADE IN ALLOWANCE

Save Misc. Allowance| Return | Page Help |

Note 1: Based on the Pay Office selected will determine what

options are available.

Continued on next page
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Miscellaneous Amount Tab, Continued

Procedure (continued)

Step Action
4 Select “Misc Allowance” and Misc Allowance Price”.

Add Misc. Allowance

[ = Required Fields

Misc. Allowance* Misc. Allowance Price®
C310-DISCOUNT v ¥ 100.00
Description®

DISCOUNT

Save Misc. Allowance| Return | Page Help |

5 Click Save Misc. Allowance.

Result: Miscellaneous Amounts screen opens.

Continued on next page
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Miscellaneous Amount Tab, Continued

Procedure (continued)

Step Action
6 Add additional MISC Amounts if necessary.

{ Header Y Addresses Y Discounts Y C Y Line item ) Misc. Amounts]

Miscellaneous Amounts

Misc. Fee Misc. Fee Amount Actions
B
Misc. Allowance Misc. Allowance Amount Actions
c310 s10000 £ 1
B
Tax Tax Amount Actions
B
Page Help )

UPON COMPLETION OF WORK IN THIS AREA, CLICK ON ANOTHER TAB FOR FURTHER ACTION OR ON THE HEADER TAB TO
[SUBMIT.

Notel: The i?symbol you can click on to edit your previously
entered line item number.

Note 2: The lIlsymboI you can click on to delete your previously
entered line item number.

7 Complete all tabs required to submit document if not already done
s0. Return to Header tab to Create Document.
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Misc. Info Tab

Introduction

Procedure

After the document has been created the Misc Info tab appears.

The Misc Information page contains the information regarding the document
Initiator. This page details all of the actions and various status flags each step
of the way. This is also the page that shows dates, and times actions was
taken, as well as showing the workflow steps in the movement of the
document from Vendor to pay. Attachments are added from this page.

Follow the steps below to view Misc Info

Step

Action

1

Click on MISC Info tab.

= =
CL e
1€
DE
Headar Linn Item ACRNS Misc. Inf
Uz
e INVOICE
15 * = Required Figlds
B Contract Humbear Dalivery Ordar Issue Date
L || FosE0205C0050
Invoice Humber Imvolce Date Final Invoice Involce Recelved Date
ol 20051013 M 20051013
Summary of Detall Level Information Total
1 CUMNSUINGE) 1,380,000
1] Miseellaneaws Amuari(s) .00
133000
Shipment Humber Shipment Date Final Shipment
m 205N013 N

[Routing Infasmation:

Prime Contracion

CAGE Code: UHHY?  Fxtension:

Narme: CACTHINTERHATIONAL INC

Code: HOUNT  Extension:

Narme: DISA INTERNAL SUPPORT HHANCH

Administered Hy
DoDAAC: SIS1ZA

Hame: DUMA VAN NUYS
Paymant (Mficial

DoDAAL:  FZS700

Hame: ACCIG DISE STA NR 929700

Continued on next page
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Misc. Info Tab, continued

Procedure (continued)

Step Action
2 View the information of all users in the workflow you has taken
action on the document.
= W— - =
5 ~ o dide Arga Workflogn = - =
&
ki Mize, Infa
He INVOICE
My - CONTINUATION SHEET
A * = Required Fialds
H' : =
Contract Number I.Ielhmly Order SMPMEHI Number Invoice Number
Initiator Information
Hame: JAMES Vendor IRD: 20051013
= Title; vendor Date of Actlon: 2005/10/13
Phone #: 243-530-6%37 Actlon(g):
[Erachmans S®
Vi
Page Hel
UPOMN COMPLETION OF WORK IN THIS AREA, CLICK OM ANODTHER TAE FOR FURTHER ACTION OR OM THE HEADER TAB
_EI [TO SUBMIT.
3 Complete all tabs required to submit document if not already done
so. Return to Header tab to Create Document.
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